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A  S U R V E Y  O F  C U R R E l J T  P H A C T I C E S  I N  O R G A l J I Z I N G  
I N S T R U C T I O N A L  M A T E R I A L S  
C h a p t e r  I  
I l I T R O D U C T I O N  T O  T H E  S T U D Y  
T h e  u s e  o f  a u d i o - v i s u a l  a i d s  t o  i n s t r u c t i o n  h a s  b e e n  w e l l  
e s t a b l i s h e d  i n  m o d e r n  e d u c a t i o n .  G o o d  t e a c h e r s  h a v e  l o n g  r e a l i z e d  
t h a t  m o r e  t h a n  t h e  p r i n t e d  a n d  s p o k e n  w o r d  w e r e  n e c e s s a r y  t o  d e v e l o p  
a c c u r a t e  m e n t a l  c o n c e p t s  a n d  t h e y  h a v e  u t i l i z e d  t h e  d i f f e r e n t  t e a c h i n g  
t o o l s  w h i c h  w e r e  a v a i l a b l e  t o  t h a n .  
l f o d e r n  t e a c h e r s  h a v e  b e e n  o f f e r e d  m a n y  m o r e  t o o l s  f o r  t e a c h i n g  
t h a n  t h e i r  p r e d e c e s s o r s  e v e r  c l r e a r ; i e d  p o s s i b l e .  T h e  u s e  o f  t h e  m o t i o n  
p i c t u r e ,  t h e  f i l m s t r i p ,  t h e  r e c o r d i n g  a n d  t h e  r a d i o ,  t o  m e n t i o n  o n l y  
a  f e w ,  h a s  g i v e n  t e a c h e r s  n m v  t e a c h i n g  t o o l s .  I t  h a s  a l s o  c a u s e d  
e d u c a t o r s  t o  r e - e v a l u a t e  s o m e  o f  t h e  o l d e r  t o o l s  s u c h  a s  t h e  r e s o u r c e  
p e r s o n ,  t h e  f i e l d  t r i p  a n d  t h e  c h a l k b o a r d .  
2 
Many of these new tools have called for skilled technicians to 
produce them and for equipr.ient to utilized them in the classroom. 
They have been so expensive that schools could not afford to supply 
each teacher. This has meant that centralized administration was 
necessary to organize and distribute the materials and equipment when 
they were needed and to keep them in repair. 
Thus, 'While the teacher of the past was dependent largely upon 
his own ingenuity and initiative to collect and organized his teaching 
materials, the modern teacher has found that much of this has been 
done for him. The effectiveness of the organization of the materials 
and the efficiency of their distribution has determined to a great 
extent how much and how well the teacher has used them. 
The Problem 
Statement of the problem. The purpose of t..'IU.s study was to 
survey current practices in organizing instructional materials. The 
particular factors of organization dealt with by the stuctr were (1) 
methods used for cataloging materials, (2) methods used for class-
ifying materials, and (3) methods and locations used for storing 
materials. This study, in determining 'What existing practices were, 
has revealed the commonly used methods of organizing instructional 
materials. If it has shown that there is need for further study in 
this area it has been of value in focusing attention in this direction. 
If, on the other hand, it has shomi. that generally the organization of 
instructional materials has been well done, it has been important in 
L1~.,~-r:;.:y 
., If~'' - ·-'-~, ... .r·~··;- ~\ 
p r o v i d i n g  a  g u i d e  p o s t  a l o n g  t h e  w a y  t o  f u r t h e r  p r o g r e s s  i n  t h i s  a r e a .  
I m p o r t a n c e  o f  t h e  s t u d y .  I t  h a s  a l w a y s  b e e n  o f  v a l u e  t o  t a k e  
t i m e  p e r i o d i c a l l y  t o  d e t e r m i n e  t h e  s t a t u s  q u o .  I t  i s  o f  p a r t i c u l a r  
v a l u e  i n  a  f i e l d  w h i c h  h a s  e x p a n d e d  a s  r a p i d J y  a s  h a s  t h e  u s e  o f  
a u d i o - v i s u a l  a i d s  i n  s c h o o l s .  S i n c e  t h e  i n t r o d u c t i o n  o f  t h e  p o r t a b l e  
s i x t e e n  m i l i m e t e r  m o t i o n  p i c t u r e  p r o j e c t o r  i n t o  s c h o o l s  a b o u t  t w e n t y .  
f i v e  y e a r s  a g o ,  e r e a t  s t r i d e s  h a v e  b e e n  m a d e  i n  t h e  a m o u n t ,  q u a l i t y  
a n d  v a r i e t y  o f  d i f f e r e n t  i n s t r u c t i o n a l  m a t e r i a l s  a v a i l a b l e .  T h i s  
i n c r e a s e d  n u m b e r  o f  m a t e r i a l s  h a s  b r o u g h t  W i t h  i t  n e w  p r o b l e m s  i n  t h e  
a d m i n i s t r a t i o n  o f  i n s t r u c t i o n a l  m a t e r i a l s .  N o t  t h e  l e a s t  o f  t h e s e  
h a v e  b e e n  t h o s e  r e l a t i n g  t o  c a t a l o g i n g ,  c l a s s i f y i n g  a n d  s t o r i n g  o f  
t h e  m a t e r i a l s .  
3  
T h e  p r e s e n t  s t u d y ,  w h i l e  n o t  e v a l u a t i n g  t h e  p r o c e d u r e s  s u r v e y e d ,  
h a s  p r o v i d e d  a  m e a s u r e  f o r  c o m p a r i s o n  b y  w h i c h  s c h o o l s  m a y  j u d g e  t h e  
e x t e n t  t o  w h i c h  o t h e r  s c h o o l s  a r e  o r g a n i z i n g  m a t e r i a l s  • .  I t  h a s  p r o -
v i d e d  a n  o u t l i n e  o f  t h e  m o s t  c o m m o n l y  u s e d  m e t h o d s  o f  o r g a n i z a t i o n .  
B y  d e t e r m i n i n g  c u r r e n t  p r a c t i c e ,  i t  h a s  p r o v i d e d  a  f o u n d a t i o n  u p o n  
w h i c h  f ' u r t h e r  p r o g r e s s  m a y  b e  b u i l t .  I t  h a s  p r o v i d e d  a  g u i d e  f o r  t h e  
o r g a n i z a t i o n  o f  n e w  p r o g r a m s  a n d  f o r  t h e  r e o r g a n i z a t i o n  o f  e x i s t i n g  
p r o g r a m s .  I n  t h e s e  w a y s ,  t h e  s t u d y  w a s  f e l t  t o  b e  o f  v a l u e  t o  e d u c a -
t o r s  i n  t h e  i n s t r u c t i o n a l  m a t e r i a l s  f i e l d .  
Definitions of Terms 
The following definitions were assUllled for the purposes of this 
study: 
Classifying. Classifying was defined as the act of div:i.ding a 
long list of items into shorter lists so that similar items were 
grouped together. 
Cataloging. Cataloging was defined as the act of listing items 
in a physical form, such as a card catalog, according to a system of 
classification. 
Storing. Storing was thought of as the provision of a place to 
house materials vmen they were not in use. It involved two factors, 
the place of storage and the order of storage. 
Instructional materials. Instructional materials were defined 
as any device or teaching tool used to make a lesson more meaningful. 
4 
Instructional materials center. The instructional materials 
center was thought of as any location where instructional materials, or 
equipment for the use of these materials, were displayed and stored in 
the school. 
Seventeen different items of instructional materials were chosen 
as representative of five general types. 
a slightly different grouping than usual. 
These general types were 
The idea was to classify the 
m a t e r i a l s  a c c o r d i n g  t o  t h e  m e c h a n i c s  o f  t h e i r  u s e .  
P r o j e c t e d  m a t e r i a l s .  P r o j e c t e d  m a t e r i a l s  w e r e  c o n s i d e r e d  t o  b e  
t h o s e  w h i c h  r e q u i r e d  e q u i p m e n t  f o r  t h e i r  u s e .  I n c l u d e d  i n  t h i s  g r o u p  
w e r e  m o t i o n  p i c t u r e s ,  f i l m s t r i p s ,  s l i d e s  a n d  r e c o r d i n g s .  
N o n - p r o j e c t e d  m a t e r i a l s .  S u c h  i t e m s  a s  m o d e l s ,  e x h i b i t s ,  m a p s ,  
g l o b e s ,  c h a r t s ,  p o s t e r s  a n d  f l a t  p i c t u r e s  w e r e  l i s t e d  a s  n o n - p r o j e c t e d  
m a t e r i a l s .  M a t e r i a l s  w h i c h  a r e  d i s p l a y e d  o n  w a l l s ,  t a b l e s  o r  s h e l v e s ,  
o r  p a s s e d  a r o u n d  f o r  i n d i v i d u a l  o r  s m a l l  g r o u p  s t u d y "  w e r e  i n c l u d e d  i n  
t h i s  c a t e g o r y .  
P r i n t e d  m a t e r i a l s .  P r i n t e d  m a t e r i a l s  w e r e  c o n s i d e r e d  t o  b e  
t h o s e  r e q u i r i n g  t h e  r e a d i n g  o f  t h e  p r i n t e d  w o r d ,  u s u a l l y  b y  o n e  p e r s o n  
a t  a  t i m e .  B o o k s ,  p a m p h l e t s  a n d  t e a c h e r s '  g u i d e s  w e r e  l i s t e d  i n  t h i s  
d i v i s i o n  o f  i n s t r u c t i o n a l  m a t e r i a l s .  
R e a l i a .  R e a l i a  w a s  t h e  t e r m  u s e d  f o r  m a t e r i a l s  s u c h  a s  o b j e c t s  
a n d  s p e c i m e n s .  T h e s e  m a t e r i a l s  a r e  o f t e n  u s e d  i n  t h e  s a m e  m a n n e r  a s  
t h e  n o n - p r o j e c t e d  m a t e r i a l s ,  b u t  a r e  d i f f e r e n t  b e c a u s e  t h e y  a r e  t h e  
r e a l  t h i n g  a n d  n o t  a  m o d e l  o r  p i c t u r e  o f  t h e  o b j e c t .  
D i r e c t e d  e x p e r i e n c e s .  W h i l e  n o t  m a t e r i a l s  i n  t h e  s t r i c t e s t  
s e n s e  o f  t h e  w o r d ,  d i r e c t e d  e x p e r i e n c e s  h a v e  b e e n  i m p o r t a n t  t e a c h i n g  
t o o l s  a n d  a r e  t h e r e f o r e  i n c l u d e d  i n  t h i s  s t u d y .  E x p e r i e n c e s  i n v o l v i n g  
s o m e  a c t i v e  p a r t i c i p a t i o n  o n  t h e  p a r t  o f  t h e  l e a r n e r  s u c h  a s  r e s o u r c e  
p e o p l e ,  f i e l d  t r i p s ,  d r a m a t i z a t i o n s ,  a n d  g a m e s  w e r e  i n c l u d e d  i n  t h i s  
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division. This type of experience is set up to make a more effective 
learning situation than might otherwise be possible. 
Limitations of the Study 
There were many factors which might have been included in a 
6 
study of this type. Items such as the methods of distributing materials, 
the length of time for which materials have been checked out, and the 
amount of information supplied in the catalog might have been included. 
But the present study was limited to the data which might be secured 
by asking the following questions: 
1. Which materials are organized and which are not? 
2. How are instructional materials classified? 
3. How are the materials cataloged? 
4. Where are complete and selected catalogs used, and which 
types of catalog are employed at each location? 
5. Where are the materials stored, and in what order? 
6. When are catalogs revised? 
7. When different types of materials are listed in the same 
catalog, how are they distinguished from each other? 
8. Are teachers invited to br0wse in the storage area and select 
their own materials, or does someone in the center fill all orders? 
9. Do you think a uniform system of classification for all 
materials, or for materials of the same type, would improve organiz-
ation? 
1 0 .  D o  y o u  t h i n k  c a t a l o g i n g  a l l  m a t e r i a l s ,  o r  a l l  m a t e r i a l s  o f  
t h e  s a m e  t y p e  t o g e t h e r  w o u l d  i m p r o v e  t h e  o r g a n i z a t i o n ?  
T h e s e  l a s t  t w o  q u e s t i o n s ,  t h o u g h  s u b j e c t i v e  i n  n a t u r e ,  w e r e  
i n c l u d e d  t o  p r o v i d e  a  m e a s u r e  o f  w h a t  t h e  r e s p o n d e n t s  t h o u g h t  w e r e  
s a t i s f a c t o r y  p r a c t i c e s .  I t  w a s  h o p e d  t h a t  t h e  d a t a  f r o m  t h e s e  q u e s t -
i o n s  w o u l d  p r o v e d  s o m e  i n f o r m a t i o n  r e g a r d i n g  p o s s i b l e  i m p r o v e m e n t s  
w h i c h  m i g h t  b e  m a d e  i n  c u r r e n t  p r a c t i c e s  o f  o r g a n i z i n g  i n s t r u c t i o n a l  
m a t e r i a l s .  
O r g a n i z a t i o n  o f  t h e  R e m a i n d e r  o f  t h e  T h e s i s  
T h e  r e m a i n d e r  o f  t h e  t h e s i s  h a s  c o n c e r n e d  i t s e l f  w i t h  a  r e v i e w  
o f  t h e  r e l a t e d  l i t e r a t u r e ,  t h e  c o n s t r u c t i o n  o f  t h e  i n s t r u m e n t  u s e d  f o r  
g a t h e r i n g  t h e  d a t a  a n d  t h e  t a b u l a t i o n  a n d  a n a l y s i s  o f  t h e  d a t a .  T h e  
f i n a l  c h a p t e r  h a s  i n c l u d e d  t h e  s ' l . l l i l l l l a r y ,  c o n c l u s i o n s  d r a w n  f r o m  t h e  
s t u d y  a n d  s o m e  r e c o m m e n d a t i o n s  f o r  f u r t h e r  s t u d y ' .  
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Chapter II 
REVThW 01', THE REIATED LITERATUP.E 
The General Problem 
The literature in the audio-visual field is plentiful and rich 
in its treatment of the uses of instructional materials in the 
classroom. 
• • • However, little attention has been given to the 
reference uses of these materials in the library by individuals 
or groups. Also neglected is the whole field of cataloging, 
organizing and distributing audio-visual materials according 
to library practices.l 
Importance o~ adequate organization.. Many writers have 
emphasized the need for adequate organization of instructional 
materials, but few of the better known authorities in the audio-visual 
field have given attention to the details of cataloging, classifying 
and filing the materials. One writer has pointed out that only after 
the details of organization of materials has been established, 
• • • can the ultimate attack on classroom utilization be made. 
It is at this final stage of the developmental operations that 
the school's center begins to render greatest service to the 
audio-visual program and to education.2 
Numerous other writers have stressed the importance of efficient 
1 Margaret I. Ruf svold, Audio-Visual School I..ibrary Service 
(Chicago: American Library Association, 1949), p.Iii. 
2 Walter w. Bennett~ "Coordinating the Audio-Visual Program," 
Educational Screen, XXVII lMarch, 1948), 118. 
o r g a n i z a t i o n  o f  i n s t r u c t i o n a l  m a t e r i a l s .  O n e  o f  t h e  e a r l i e s t  r e f  e r -
e n c e s  f o u n d  w a s  a  s t a t e m e n t  b y  R e i t z e ,  w h o  s a i d  t h a t ,  
1 1
A  c a r e f u l l y  
o r g a n i z e d  d e p a r t m e n t  i s  n e c e s s a r y  a s  a  m a t t e r  o f  e f f i c i e n c y ,  e c o n o m y ,  
a n d  s e r v i c e . 1 1 3  R e i t z e  a l s o  q u o t e d  D o r r i s  a s  h a v i n g  s a i d  t h a t ,  
1 1
A  
c e n t r a l i z e d  b u r e a u  e i t h e r  i n  a  s t a t e  o r  i n  a  c o m m u n i t y  s e e m s  t o  b e  o n e  
o f  t h e  f i r s t  s t e p s  t a w a r d  e f f e c t i v e  e d u c a t i o n a l  r e s u l t s .
1 1
4  
L f o r e  r e c e n t  - w r i t i n g s  i n  t h e  f i e l d  h a v e  m a d e  t h e  s a m e  e m p h a s i s .  
O n e  o f  t h e s e  l ' l l I ' i t e r s  s t a t e d  t h a t :  
N o  c e n t e r  o f  m a t e r j _ a l s  c a n  o p e r a t e  e f f i c i e n t l y  u n l e s s  t h e  
m a t e r i a l s  w i t h i n  i t  a r e  l i s t e d  s y s t e m a t i c a l l y  f o r  t h e  i n f ' o n n a t i o n  
o f  t h e i r  u s e r s ,  a n d  a r e  s o  o r g a n i z e d  t h a t  t h e y  a r e  r e a d i l y  
a c c e s s i b l e ,  c a n  b e  l o c a t e d  q u i c k J . y ,  a n d  c a n  e a s i l y  b e  c h e c k e d  
o u t  a n d  i n .  I n  o r d e r  t o  d o  t h i s  ( 1 )  t h e  m a t e r i a l s  m u s t  b e  
c l a s s i f i e d ,  ( 2 )  a  c a t a l o g  o r  i n d e x  m u s t  g e  p r e p a r e d ,  a n d  ( 3 )  t h e  
m a t e r i a l s  m u s t  b e  s t o r e d  s y s t e m a t i c a l l y .  
E d u c a t o r s  i n  t h e  s t a t e  o f  W a s h i n g t o n  h a v e  r e c o g n i z e d  t h e  f a c t  
t h a t :  
•  •  
•  
t h e  e d u c a t i o n a l  n e e d s  o f  p u p i l s  a n d  t e a c h e r s  c a n  b e s t  b e  
3  A r n o l d  w .  R e i t z e ,  
1 1
T h e  O r g a n i z a t i o n  o f  a  C i t y  D e p a r t m e n t  o f  
V i s u a l  A i d s , n  E d u c a t i o n a l  S c r e e n ,  X I  ( J a n u a ! " J ,  1 9 3 2 ) ,  4 .  
4  L o e .  c i t . ,  C i t i n g  [ A n n a  V e r o n a J  D o r r i s ,  C i l i s u a l  I n s t r u c t i o n  
i n  t h e  P u l l i e  S c l l o o l s  ( N e v r  Y o r k :  G i n n  a n d  C o m p a n y ,  1 9 2 8 ) ]  
5  F l o r i d a  S t a t e  D e p a r t m e n t  o f  E d u c a t i o n ,  T h e  A u d i o - V i s u a l  W a y  
( S t a t e  D e p a r t m e n t  o f  E d u c a t i o n ,  B u l l e t i n  2 2 B .  T a l l a h a s s e e ,  F l o r i c t a ; -
J a n u a r y ,  1 9 4 8 ) ,  p .  9 5 .  
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met through an integrated instructional materials service. When 
materials and information about resources are organized in one 
center their use will be facilitated, and a program better geared 
to the needs of all pupils will be made possible.6 
According to Harcleroad and Allen: 
Materials such as films, slides, flat pictures, models and diora'lllCl 
should be centralized and distributed to schools as needed. A 
central department can more efficiently produce, catalog, and 
naintain, and assemble into units the various visual education 
materials necessary to an adequate teaching program and to make 
materials readily available, than can smaller units where there 
is a deficiency of special equipment, storage space, and personnel 
and time.7 
The same writers quoted from the results of a survey made by 
10 
McClusky' in 1923 for the lJational Education Association on the problans 
facing audio-visual administrators at that time. One of the recom-
mendations was that, 11 Catalogs need to be carefully graded and system-
atica]Js" arranged to correlate with the course of study. 11 8 In 1949 
11cClusky said that organization of materials 1ras 11 absoluteJ.y essen-
tia1.119 
6 Superintendent of Public Instruction, A Temporary Guide for 
the Instructional M:aterials Program (Office of the Superintendent of 
Public Instruction, Olympia, Washington, 1950), p. 5. 
7 Fred Harcleroad and 'William Allen, editors, Audio-Visual 
Administration (Dubuque, Io-rra: li'Jin. c. Brown Company, 1950), pp 19-20. 
8 Ibid., p. 8., Citing F. Dean licClusky', 11 The Administration of 
Visual Education, A National Survey. 11 An unpublished report made to 
the National Education Association in 1923, p. 99. 
9 F. Dean l\icClusky, Audio-Visual Teaching 'Techniques (Dubuque, 
Iowa: Yim. c. Brovm Compa..w, 1949), p. lOO. 
1 1  
D e s p i t e  t h e  f a c t  t h a t  J . I c C l u s k y  h a s  b e e n  a w a r e  o f  t h e  p r o b l e m s  o f  
c a t a l o g i n g  m a t e r i a l s  f o r  t w e n t y - s i x  y e a r s ,  T i u f s v o l d  r e p o r t e d  t h a t :  
•  I n  m a n y  s c h o o l s  s t o r e r o o m s  a n d  c u p b o a r d s  a r e  c r o w d e d  w i t h  
d u s t - r i d d e n  a n d  o b s o l e t e  r e l i c s .  T e a c h i n g  m a t e r i a l s  t o o  n u m e r o u s  
t o  m e n t i o n ,  s o m e  u s e f u l  i n  m a n y  d i f f e r e n t  f i e l d s ,  a r e  s t r e w n  a b o u t  
s c h o o l  b u i l d i n g s  i n  d i s o r d e r ,  o b s c u x i t y ,  a n d  e x p e n s i v e  d u p l i c a t i o n .  
O b v i o u s l y  s c h o o l s  m u s t  h a v e  m o d e r n  t e a c h i n g  e q u i p m e n t  a n d  m a t e r -
i a l s ,  b u t  t h e s e  m u s t  b e  p r o v i d e d  t h r o u g h  t h e  m o s t  e f f i c i e n t  a n d  
.  1 0  
e c o n o n u c a l  m e a n s .  
A s  t h e  n u m b e r  a n d  v a r i e t y  o f  i n s t r u c t i o n a l  m a t e r i a l s  h a s  
i n c r e a s e d  t h e  p r o b l e m s  r e l a t e d  t o  o r g a n i z i n g  t h e m  h a v e  i n c r e a s e d .  ? . . e e d  
h a s  w r i t t e n  e d i t o r i a l l y  a b o u t  t h e  p r o b l e m s  o f  c a t a l o g i n g  m o t i o n  p i e -
t u r e s  s t a t i n g :  
T h e  f a c t  i s  t h a t  t h e  t h o u g h t f u l  a u d i o - v i s u a l  s p e c i a l i s t s  h a d  
b e c o m e  d i s m a y e d  b y  t h e  l a c k  o f  o r d e r ] y  i n f o r m a t i o n  o n  j u s t  w h a t  
f i l m s  e x i s t  a n d  w h e r e .  T h e  m o r e  v i s u a l  m a t e r i a l s  p r o d u c e d ,  t h e  
m o r e  t h e  dis~ay. T o o  o f t e n  m a t e r i a l s  h a v e  b e e n  l i t t l e  u s e d  o r  
n o t  u s e d  a t  a l l  s i m p ] y  b e c a u s e  o f  t h e  d i f f i c u l t i e s  o f  f i n d i n g  o u t  
w h a t  w a s  1 N h e r e . l l  
W h i l e  R e e d  w a s  s p e a k i n g  p a r t i c u l a r ] y  o f  m o t i o n  p i c t u r e s ,  t h e  s a m e  1 r o r d s  
m i g h t  b e  a p p l i e d  t o  m o s t  o f  t h e  i n s t r u c t i o n a l  m a t e r i a l s  T ' V h i c h  h a v e  b e e n  
u s e d  i n  s c h o o l s o  A s  r e c e n t ] y  a s  A p r i l ,  1 9 . 5 3 ,  i t  w a s  r e p o r t e d  t h a t ,  
1 1
T h e  p r o b l e m  o f  c a t a l o g i n g  a n d  e v a l u a t i o n  v v a s  a c k n o w l e d g e d  t o  b e  a  
c o n t i n u i n g  o n e .
1 1
1
2  
1 0  R u f s v o l d ,  o p .  c i t . ,  p .  2 .  
1 1  P a u l  C .  R e e d ,  1 1 3  x  5 , "  E d u c a t i o n a l  S c r e e n ,  X X X  ( N o v e m b e r ,  
1 9 5 1 ) ,  3 5 4 .  
1 2  u 1 9 5 3  C o n v e n t i o n ,  D e p a r t m e n t  o f  A u d i o - V i s u a l  I n s t r u c t i o n ,  
N a t i o n a l  E d u c a t i o n  A s s o c i a t i o n ,  
1 1  
E d u c a t i o n a l  S c r e e n ,  £ X : X I I  ( A p r i l  
1 9 5 3 ) ,  1 7 2 .  
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Though these problems have been manifest to many writers in the 
field, few of them have written anything specific to help solve the 
problems. Eelp has come from the library field. Many of the practices 
which have been used in libraries for books and printed materials have 
been adopted to other instructional materials. In some instances 
adaptations have been made of library methods in an attempt to fit the 
peculiarities of school audio-visual programs. More has been done in 
the area of films and filmstrips than in some other areas. Printed 
materials have traditionally been organized in libraries and some 
libraries have begun to take responsibility for non-book materials. 
Most of the specific information regarding the cataloging, classifying 
and filinG of materials which has been written into the literature has 
come from library sources. This material has been i."Jl'i tten for those 
libraries which were interested in adding non-book materials to their 
collections. 
Authorities in the audio-visual field have recognized the need 
for adequate organization and have given some general guides intended 
to encourage people in the field to work out their mm problems. As 
Dale has said: 
You cannot run a library irlthout having your books cataloged. 
You must have ways of looking up books on conservation, agricul-
ture, electricity, fascism, steam engines, diving bells, liaoris, 
and any other topic. Otherwise your books ·will not be as widely 
and effectively used as they can be. Similarily, audio-visual 
materials must be properly classified so that no teacher takes 
out a film like Scouting for Girls with a mistaken notion as to 
its content. No teacher should neglect using a recording because 
she did not know it was in the library. 
T h e  d i r e c t o r  a n d  h i s  a d v i s o r s  w i l l  h a v e  t o  c h o o s e  t h e  s y s t e m  o f  
c l a s s i f i c a t i o n  u s e d  • • • •  l J e v e r t h e l e s s ,  s k i l l f u l  c a t a l o g i n g  i s  a  
n e c e s s i t y  i n  a  s u c c e s s f u l  t e a c h i n g  p r o g r a m . 1 3  
1 3  
D a l e 1 4  c o n t i n u e s ,  e m p h a s i z i n g  t h e  n e e d  f o r  e V ' e r < J  t e a c h e r  t o  h a v e  a  c o p y  
o f  t h e  s c h o o l  a u d i o - v i s u a l  c a t a l o g  o n  h i s  d e s k .  H e  f u r t h e r  p o i n t e d  o u t  
t h a t  i t  d o e s  l i t t l e  g o o d  t o  c a t a l o g  w e l l ,  i f  s t o r a g e  i s  n o t  v r e l l  
o r g a n i z e d .  
B u t  n e i t h e r  D a l e  n o r  m o s t  o f  t h e  o t h e r  a u t h o r i t i e s  i n  t h e  a u d i o -
v i s u a l  f i e l d  t e l l  h m v  t o  c a t a l o g  m a t e r i a l s ,  o r  h o w  t o  c l a s s i f y  m a t e r i a l s  
o r  h o w  t o  s t o r e  m a t e r i a l s .  
A s  f a r  a s  c a n  b e  d e t e r m i n e d  o n l y  o n e  s u r v e y  a t t e m p t e d  o f  
a d m i n i s t r a t i v e  p r a c t i c e s  i n  t h e  a u d i o - v i s u a l  f i e l d  i n  r e c e n t  y e a r s ,  
h a s  c o n c e r n e d  i t s e l f  w i t h  t h e  d e t a i l s  o f  t h e  p r o b l e m s  o f  o r g a n i z a t i o n  
d i s c u s s e d  i n  t h i s  p a p e r .  
M o l y n e a u x l 5  v i s i t e d  t v v e l v e  s c h o o l s  i n  t h e  e a s t  a n d  m i d d l e  w e s t  
t o  s t u d y  m e t h o d s  o f  o r g a n i z a t i o n  u s e d  i n  a u d i o - v i s u a l  p r o g r m 2 s .  S h e  
r e p o r t e d  t h a t  e i g h t  o f  t h e  t w e l v e  h a d  o r g a n i z e d  a u d i o - v i s u a l  d e p a r t -
m e n t s .  " S o m e  v i s u a l  a i d s  c a t a l o g s  a r e  l i s t i n g  f i l m s  u n d e r  s c h o o l  
s u b j e c t  h e a d s  s o  t h a t  t h e  t e a c h e r  o f  e a c h  s u b j e c t  m a y  q u i c k l y  f i n d  t h e  
m a t e r i a l s  t o  h i s  s u b j e c t .
1 1
1 6  S h e  f o u n d  t h a t  o n e  s c h o o l  i n d i c a t e d  
1 3  E d g a r  D a l e ,  A u d i o  V i s u a l  I . I e t h o d s  i n  T e a c h i n g  ( N e w  Y o r l . . : :  T h e  
D r J d e n  P r e s s ,  1 9 4 6 ) ,  p : L i 7 9 .  - - - - -
1 4  L o e .  c i t .  
1 5  1 J .  L .  M o l y n e a u x ,  
1 1
A u d i o - V i s u a l  A i d s  - - A  S u r v e y  
1 1  
E d u c a t i o n a l  
S c r e e n ,  X X I I I  ( J a n u a r y ,  1 9 4 4 ) ,  1 1 - 1 5 ,  a n d  ( F e b r u a r y ,  1 9 h l i ) ,  0 - 6 8 .  
l 6  I b i d . ,  p .  1 3  
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correlation to slides in their film catalog. Another school cataloged 
in terms of units of work in various subjects and listed all available 
visual aids for that unit regardless of type of aid. In another 
instance, it was felt that: 
• • • no teacher can select the most suitable r:i.aterials from a 
general catalog because title and descriptions are often misleading. 
Therefore, it is desirable to allocate certain fi1ms to the best 
place in the curriculum. • • • The visual aids catalog should then 
be made up in terms of fi1m title, description and specific 
recommendations.17 
This survey has shmvn that these eight schools were concerned 
vn.th the problems of cataloging. Most of them were attempting to 
classify their materials in terms of subject matter headings, either 
by listing according to subject headings or unit headings, or by the 
assignment of certain materials to certain places in the curriculum, 
or by suggesting correlation with specific curriculum area. At least 
one school listed all different types of materials in tho same 
catalog. 
Classification. Somo writers in the field have made some 
general suggestions regardine the type of classification which might 
be used for listing instructional materials. lfoel has stated that, 
11Whatever the system of classification chosen it should be easy to 
17 l:lolyneaux, Loe. cit. 
l e a r n ,  e a s y  t o  u s e  a n d  c a p a b l e  o f  e x p a n s i o n .
1 1
1 8  T h e s e  c r i t e r i a  w e r e  
r e p e a t e d  b y  H a r c l e r o a d  a n d  A l l e n  w h o  s a i d  t h a t :  
1
: l h i l e  g r e a t  v a r i e t y  o f  p r a c t i c e  e x i s t s  i n  t h e  c l a s s i f i c a t i o n  
s y s t e m s  u s e d  b y  t h e  v a r i o u s  d e p a r t m e n t s ,  a l l  o f  t h e  l a r g e r  
d e p a r t m e n t s  h a v e  e v e n t u a l l y  c o m e  t o  u s e  t h e  D e w e y  d e c i m a l  s y s t e m ,  
p o s s i b l y  w i t h  s a n e  l o c a l  v a r i a t i o n s  s u c h  a s  c o d e  l e t t e r s  f o r  
d i f f e r e n t  t y p e s  o f  m a t e r i a l s .  Y l h a t e v e r  t h e  s y s t e m  u s e d ,  t h e s e  
p r i n c i p l e s  s h o u l d  g o v e r n :  ( 1 )  I t  s h o u l d  m a k e  m a t e r i a l s  e a s i l y  
a c c e s s i b l e ,  a n d  ( 2 )  I t  s h o u l d  b e  c a p a b l e  o f  l i m i t l e s s  e x p a n s i o n . 1 9  
T h u s ,  w h i l e  e s t a b l i s h i n g  t h e  c r i t e r i a  f o r  j u d g i n g  a  c l a s s i f i c a -
t i o n  s Y S t e m ,  t h e s e  w r i t e r s  d i d  n o t  s p e c i f i c a l l y  r e c o m m e n d  t h a t  a r r y  
1 5  
c e r t a i n  s y s t e m  s h o u l d  b e  u s e d .  H o w e v e r ,  t h e  u s e  o f  t h e  D e w e y  d e c i m a l  
s y s t e m  h a s  b e e n  s u g g e s t e d  b y  H o e l  
2 0  
a s  w e l l  a s  b y  H a r c l e r o a d  a n d  A l l e n .  
R u f s v o l d
2 1  
t o o ,  h a s  s u g g e s t e d  t h e  D e w e y  d e c i m a l  s y s t e m  w i t h  a d d e d  
s y m b o l s  s u c h  a s  
1 1
F
1 1  
f o r  f i J . m s ,  a n d  a R
1 1  
f o r  r e c o r d i n g s .  M a n y  h a v e  
s u g g e s t e d  t h e  u s e  o f  
1 1
F S
1 1  
f o r  f i J . m s t r i p s .  T h e  P a s a d e n a  s c h o o l s  h a v e  
u s e d  t h e  l e t t e r  s y m b o l  Y l " i  t h  t h e  D e w e y  d e c i m a l  n u m b e r  p l u s  t h e  a d d i t i o n  
o f  t h e  a c c e s s i o n  n u m b e r  i n  p r o v i d i n g  i d e n t i f i c a t i o n  o f  n a t e r i a l s . 2 2  
O n  t h e  o t h e r  h a n d ,  R e i t z e
2
3  h a s  s t a t e d  t h a t  t b e  s u b j e c t  h e a d i n g  
l 8  F r a n c i s  w .  i \ f o e l ,  " P r i n c i p l e s  o f  A d m i n i s t e r i n g  A u d i o - V i s u a l  
P r o s r a m s , "  ' ? a r t y - E i g h t h  Y e a r b o o k  o f  t h e  N a t i o n a l  S o c i e t y  f o r  t h e  S t u c y  
o f  E d u c a t i o n ,  P a r t  I ,  1 9 4 9 ,  p .  1 9 D : °  ~- -~ ~- -~-
l 9  H a r c l e r o a d  a n d  A l l e n ,  o p .  c i t . ,  p .  1 8 .  
2 0  N o e l ,  o~. c i t . ,  p .  1 9 6 .  
2 1  R u f s v o l d ,  o~. c i t . ,  P •  5 5 .  
2 2  A r l i n e  P .  H a r r i s o n ,  " P a s a d e n a ' s  A - V  S e r v i c e ,
1 1  
A u d i o - V i s u a l  
G u i d e ,  X V I I I  ( A p r i l ,  1 9 5 2 ) ,  2 1 .  
2
3  R e i t z e ,  o p .  c i t . ,  p .  1 1 .  
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ofstem of classification may be best for schools, with material filed 
and classified according to school subject and grade, but he has also 
pointed out there is sometimes difficulty in selecting suitable s~bject 
headings. He suggested the use of a code letter to identify the 
different types of materials. 
Rufsvold did not favor the localJy devised type of subject 
heading. In discussing the various systems of classification she 
stated that: 
"Arbitrary schemes of classification vihich attempt to group 
all audio-visual materials according to subjects in the school 
curriculum have proved unsuccessful because so many materials 
cut across several fields.1124 
Hovrever, some schools have found the advantages of such a system out-
weigh the disadvantages. The Portland, Oregon school system issued a 
handbook25 in which the classification vra.s based upon problem areas 
of the curriculum. A sampling of some of the topics from this class-
ification scheme follows: 
Arts of e..""g)ression 
Art 
C om.'1luni ca ti on 
Ifathematics 
I.1usic 
24 Rufsvold, loc. cit. 
25 Amo de Bernardis, Handbook of Instructional Materials 
(Portland, Ore~on: Portland Public Schools, 1951), pages not numbered 
consecutively. 
C o n s e r v a t i o n  
G e o g r a p h i c a l  r e l a t i o n s  
N a t u r e  
P r o d u c t i o n  
V o c a t i o n a l  a r t s 2 6  
T h e  h a n d b o o k  u s e s  d i f f e r e n t  c o l o r e d  p a g e s  t o  d i f f e r e n t i a t e  b e t w e e n  
d i f f e r e n t  t Y r . > e s  o f  m a t e r i a l s .  
A  d i f f e r e n t  a p p r o a c h  t o  c l a s s i f i c a t i o n  w a s  g i v e n  b y  : M c C l u s k y . 2 7  
H e  h a s  s u g g e s t e d  t h a t  p i c t u r e s  f o r  k i n d e r g a r t e n  a n d  p r i m a r y  u s e  m a y  
b e  c l a s s i f i e d  a c c o r d i n g  t o  t h e i r  p e d a g o g i c a l  v a l u e s  t h e n  s u b - d i v i d e d  
b y  s u b j e c t  m a t t e r  a r e a .  P i c t u r e s  p r o v i d i n g  t h e  f o l l o w i n g  p e d a g o g i c a l  
v a l u e s  1 v e r e  g i v e n  a s  e x a m p l e s  o f  t h i s  t Y r . > e  o f  c l a s s i f i c a t i o n :  p i c t u r e s  
p r o v i d i n g  c o n s t r u c t i o n  d a t a ,  t h o s e  p r o v i d i n g  d a t a  f o r  c r e a t i v e  d r a m a ,  
t h o s e  p r o v i d i n g  m a t e r i a l  w h i c h  c o u l d  b e  u s e d  f o r  r e a d i n g  c h a r t s ,  t h o s e  
1 7  
p r o v i d i n g  m a t e r i a l  f o r  b u l l e t i n  b o a r d s  a n d  p i c t u r e s  w h i c h  m i g h t  p r o v i d e  
i n f o r m a t i o n  f o r  p r e - f i e l d  t r i p  s t u d y .  T h i s  w a s  o n e  o f  t h e  f e w  a r t i c l e s  
i n  t h e  f i e l d  i n  w h i c h  a  r e a l l y  d i f f e r e n t  m e t h o d  o f  c l a s s i f i c a t i o n  h a s  
b e e n  o u t l i n e d .  
C a t a l o g i n g .  T h e  P o r t l a n d  h a n d b o o k 2 8  i s  a  f i n e  e x a m p l e  o f  t h e  
2 6  I b i d . ,  T a b l e  o f  C o n t e n t s .  
2 7  F .  D e a n  M c C l u s k y ,  " A  K i n d e r g a r t e n - P r i m a r y  P i c t u r e  F i l e , "  T h e  
I n s t r u c t o r ,  a  r e p r i n t  f r o m  t h e  J a n u a r y ,  1 9 5 3  i s s u e ) ,  p a g e s  n o t  n u m b e r e d .  
2 8  S u p r a . ,  p .  1 5 .  
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loose-leaf binder type of catalog. It has been called in by the 
departrnent each summer for revision, but each teacher has been encour-
aged to think of it as his own and to make whatever notes in it he might 
wish to make. The St. Louis schools have also used this type of 
catalog. 
Dent has urged the use of the loose-leaf type of catalog. 11The 
loose leaf cumulative catalog is suggested as economical and flexible. 
Additional pages can be supplied immediateJy upon the acquisition of 
aids. 11 29 
Molyneaux suggested that, 11A loose-leaf catalog -w:i..11 aid the 
teacher in inserting supplements in the proper order. 11 30 A catalog 
made up in three parts has been found by some directors to be easier 
for teachers to use. The first part would contain, " •••• misc-
ella.neous information about the services of the department, ••• the 
organization and operating procedures of the department and suggestions 
for using the catalogue. 11 31 A listing of "• •• all materials in 
alphabetical order or according to the Dewey decimal system, ident-
ifying them as films, filmstrips, records, models, study prints, 
29 Ellsworth c. Dent, The Audio Visual Handbook (Chicago: 
Society for Visual Education, Inc., 19L19), p; lu7. 
30,~l' •t 67 J.>.O yneaux, op. CJ. • , p. • 
3l Noel, op. cit., p. 197. 
1 9  
e t c .
1 1
,  3 2  w o u l d  b e  i n c l u d e d  i n  t h e  s e c o n d  p a r t  o f  t h e  c a t a l o g .  I n  t h e  
t h i r d  p a r t  m a t e r i a l s  w o u l d  b e  l i s t e d  
1 1  
• • •  a c c o r d i n g  t o  s u b j e c t  m a t t e r  
a r e a s ,  i .  e . ,  s o c i a l  s t u d i e s ,  s c i e n c e ,  E n g l i s h ,  e t c . ,  f o r  s e c o n d a r - J  
s c h o o l s ,  a n d  a c c o r d i n e  t o  g r a d e  l e v e l  f o r  e l e m e n t a r y  s c h o o l s . 1 1 3 3  H o e l  
h a s  w a r n e d  t h a t  s u c h  g - r o u p i n g  s h o u l d  b e  b r o a d  b e c a u s e  m a t e r i a l s  m a y  
h a v e  a  w i d e  r a n g e  o f  u s e f u l l n e s s .  " C a r e f u l l y  p r e p a r e d ,  b u t  b r i e f  
d e s c r i p t i o n s  o r  a n n o t a t i o n s  o f  • • •  ( m a t e r i a l s )  a r e  a l s o  e s s e n t i a l .  
1 1
3 4  
I n  p r e p a r i n g  t h i s  t y p e  o f  c a t a l o g  R e i t z e  h a s  s u g g e s t e d  t h a t :  
A  s e p a r a t e  p a g e  o f  t h e  c a t a l o g  w o u l d  b e  u s e d  t o  l i s t  e a c h  f i l m ,  
s e t  o f  s l i d e s  o r  p i c t u r e s ,  a n d  o t h e r  a i d s .  T h i s  p a g e  s h o u l d  i n c l u d e  
t h e  t i t l e ,  t h e  f i l e  a n d  c a t a l o s  n u m b e r ,  a  l i s t  o f  t h e  i n d i v i d u a l  
u n i t s  i n  t h e  s e t  a n d  a  d e s c r i p t i o n  o f  t h e  a i d .  T h e  d e s c r i p t i o n  
s h o u l d  b e  d e t a i l e d  e n o u g h  t o  b e  u s e d  a s  a  s y n o p s i s .  T h e  g r a d e  a n d  
s u b j e c t  f o r  w h i c h  t h e  a i d  i s  s u i t a b l e  s h o u l d  b e  i n c l u d e d  a s  w e l l  
a s  a  t y p i c a l  p i c t u r e  o r  t w o . 3 5 '  
A  t r e a t m e n t  a s  e x t e n s i v e  a s  t h i s  v m u l d  s o o n  y i e l d  a  c a t a l o g  o f  
u n m a n a g e a b l e  s i z e  w h i c h  w o u l d  b e  v e r y  e x p e n s i v e  a n d  d i f f i c u l t  t o  h a n d l e  
f o r  d i s t r i b u t i o n  t o  t e a c h e r s .  L o r e  a n d  m o r e  d i r e c t o r s  h a v e  f o u n d  t h a t  
t h e  t h r e e  b y  f i v e  i n c h  c a r d  l e n d s  i t s e l f  m o s t  e a s i l y  t o  t h e  c o n s t a n t  
r e v i s i o n  w h i c h  m u s t  b e  d o n e  t o  k e e p  a  c a t a l o e ;  a b r e a s t  o f  d e v e l o p m e n t s .  
3 2  N o e l ,  L o e .  c i t .  
3 3  L o e .  c i t .  
-
3 4  L o e .  c i t .  
-
3 5  R e i t z e ,  o p .  c i t . ,  P •  6 .  
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In a letter written in response to the editorial by Reed,36 
Noel has pointed out that: 
••• IViany audio-visual directors don •t yet fully realize how 
cumbersome and impossible annual, bi-annual and tri-annual catalogs 
have become for fast moving programs •••• We are very concerned 
and have been pushing some kind of card cataloging system.37 
Several moves have been made in recent years to make standard 
three by five inch cards available for films and filmstrips.JS The 
most recent of these, has been the production of cards by the Library 
of Congress for films and filmstrj_ps. Reed wrote his editorial during 
the planning stages of this project. Having pointed out the need for 
standardized cards, he went on to say: 
That was why the FCA (Film Council of America) convened an 
International Film Cataloging Conference in Rochester, Hew York, 
under the able chairmanship of John Flory. Representatives of 
more than thirty organizations and groups discussed 3 x 5 cards 
for two whole days. It was a working conference, and the forth-
coming report promises to be a definitive guide for the preparation 
and use of catalog cards for audio-visual information. 
Films and filmstrips will achieve new and important status of 
respectability and acceptability as media of communication with 
the coming cf standardized card cataloging procedures -- just as 
36 Supra., p. 11. 
37 Francis 11V. Noel, in a letter to "The Readers ~Trite," 
Educational Screen, :XXXI (January, 1952), 4. 
JB Educational Film Library Association, The H. VI. ·Nilson 
Comparzy-, and later, the Library of Congress have been producing cards 
for films or filmstrips. 
2 1  
f o r  b o o k s .  T h e  L i b r a F f  o f  C o n g r e s s  i s  s e t t i n g  s t a n d a r d s  t h a t  o t h e r s  
w h o  p r e p a r e  c a r d s  w i l l  w a n t  t o  f o l l o w .  W i t h  g o o d  r e a s o n ,  s o m e  o f  
c o u r s e ,  w i l l  d e p a r t  f r o m  t h e s e  s t a n d a r d s  t o  m e e t  s p e c i a l i z e d  n e e d s .  
B u t  r e g a r d l e s s  o f  1 " 1 l 1 0  p r i n t s  c a r d s ,  t h e  u s e r  w a n t s  t o  k n o w  t h a t  t h e  
i n f o r m a t i o n  i s  o r d e r l y ,  a c c u r a t e ,  a n d  r e l i a b l e .  A n d  i f  j u d g e m e n t s  
a r e  i n c l u d e d  w i t h  f a c t s ,  h e  w a n t s  t o  k n o w  w h o  i s  t o  m a k e  t h e  
j u d g e m e n t s . 3 9  
T h e  w o r k  r e f e r r e d  t o  b y  R e e d  h a s  b e e n  c o n t i n u e d .  T h e  l a t e s t  
a v a i l a b l e  r e p o r t  o n  t h e  C o n f e r e n c e  o n  I n t e r n a t i o n a l  S t a n d a r d s  f o r  
C a t a l o g i n g  F i l m s  a n d  F i l m s t r i p s  h a s  s t a t e d  t h a t :  
• • •  T h e  c h i e f  p u r p o s e  o f  t h e  c o n f e r e n c e  w a s  t o  s e e  i f  i t  i s  
p o s s i b l e  t o  a g r e e  u p o n  s t a n d a r d s  f o r  c a t a l o g i n g  t h e  f  o l l o 1 v i n g  t h r e e  
t y p e s  o f  i n f o r m a t i o n  o n  l i b r a r y  c a r d s  f o r  i n t e r n a t i o n a l  u s e :  
( 1 )  F a c t u a l  d a t a  a n d  c o n t e n t  s u m m a . I " J ,  ( 2 )  e v a l u a t i o n  d a t a ,  a n d ,  
( 3 )  a v a i l a b i l i t y  d a t a . 4 0  
T h e  q u e s t i o n  h a s  a r i s e n  w h e t h e r  o r  n o t  t h e s e  c a r d s  f o r  n o n - b o o k  
m a t e r i a l s  s h o u l d  b e  i n t e r f i l e d  w i t h  b o o k  m a t e r i a l s  i n  t h e  l i b r a r y  
c a t a l o g  o f  t h e  s c h o o l .  R u . f s v o l d  f e l t  t h a t :  
T h e r e  a r e  s t r o n g  a r g u m e n t s  i n  f a v o r  o f  f i l i n g  c a t a l o g  c a r d s  f o r  
a l l  b o o k s  a n d  i n s t r u c t i o n a l  m a t e r i a l s  i n  o n e  c a r d  c a t a l o g  i n a s m u c h  
a s  t h i s  i s  t h e  q u i c k e s t  v r a y  i n  w h i c h  s t u d e n t s  a n d  t e a c h e r s  c a n  
d e t e r m i n e  t h e  l i b r a r y ' s  c h i e f  r e s o u r c e s  i n  a n y  o n e  s u b j e c t  • • • •  
T h e  c a r d s  f o r  n o n - b o o k  m a t e r i a l s  m a y  b e  d i s t i n g u i s h e d  f r o m  t h e  
o t h e r s  i f  t y p e d  o n  a  c o l o r e d  s t o c k  o r  i f  a r b i t r a r y  s y m b o l s  a r e  
u s e d .  A n  e . . ' q . l l a n a t i o n  o f  t h e s e  s y m b o l s  s h o u l d  b e  d i s p l a y e d  i n  a  
p r o m i n e n t  p l a c e  o n  t h e  c a r d  c a t a l o g  c a b i n e t . 4 1  
S h e  a l s o  r e c o m m e n d e d  t h a t  m i m e o g r a p h e d  l i s t s  o f  s e l e c t e d  i t e m s  f o r  
p a r t i c u l a r  p u r p o s e s  b e  i s s u e d  i n  a d d i t i o n  t o  t h e  c a r d  c a t a l o g  
3 9  R e e d ,  L o e .  c i t .  
4 0  " D A V I  ( D e p a r t m e n t  o f  A u d i o - V i s u a l  I n s t r u c t i o n )  N e w s ,  A s  
P e r s o n a l  a s  P o s s i b l e , "  E d u c a t i o n a l  S c r e e n ,  X X X I I  ( S u n n n e r ,  1 9 5 3 ) ,  2 4 0 .  
4 1  H u . f s v o l d ,  o p .  c i t . ,  p .  5 6 .  
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listings.42 
The only reference on the use of the visible file for cataloging 
was by Tabler who has devised what he calls the "Triple C System" .43 
The three 11C1s 11 refer to circulation, correlation and classification. 
A combination code of letters and numbers indicated the type of 
material. A Dewey decimal number was used to indicate subject area, 
and an additional number was used to indicate accessions within a 
subject area. A card of different color filed in a subject matter 
area listed correlation material. This card contained the same infor-
ma.tion as the original card and is given the De-vvey decimal number of the 
correlated subject area. Circulation records are kept on these same 
cards which are filed in a visible file. 
Storing. While it has been emphasized that it is important to 
have a system for storing instructional materials so that they are 
easily accessible, this aspect of the organization of materials has 
reoeived less specific attention than have the other aspects of 
organization. It was obvious that the physical facilities in the 
building determines to a great extent the methods of storage which 
could be used. Schools have been reluctant to do any extensive 
ren10deling in order to provide adequate facilities for storage. 
42 Rufsvold, Loe. cit. 
43 c. Harold Tabler, 11A System for Film Control," See and Hear, 
December-January, 1951-52), 16-19. 
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N o e l  s a i d  t h a t ,  " A  s y s t e m  f o r  f i l i n g  o r  s t o r i n g  m a t e r i a l s  s h o u l d  
b e  o r d e r l y ,  e a s i l y  e x p a n d e d ,  f l e : J C i . . b l e  a n d  s i m p l e  o f  o p e r a t i o n .
1 1
4 4  B u t  
t h e  d e t a i l s  o f  t h e  s y s t e m  h a v e  h a d  t o  b e  t a i l o r e d  t o  f i t  t h e  n e e d s  a n d  
f a c i l i t i e s  o f  t h e  i n d i v i d u a l  s c h o o l .  W h e r e v e r  t e a c h e r s  a n d  p u p i l s  h a v e  
b e e n  e n c o u r a g e d  t o  b r o w s e  a n d  s e l e c t  t h e i r  o w n  m a t e r i a l s  f r o m  t h e  s h e l f  
r a t h e r  t h a n  h a v i n g  t h e i r  o r d e r s  f i l l e d  b y  s o m e  o n e  i n  t h e  c e n t e r ,  t h e  
s y s t e m  o f  s t o r a g e  s h o u l d  h a v e  b e e n  t h e  s a m e  a s  o n e  o f  t h e  c o r r a n o n l y  u s e d  
s y s t e m s  o f  c l a s s i f i c a t i o n  i n  t h e  s c h o o l .  A s  H a r c l e r o a d  a n d  A l l e n  s a i d :  
A  g r e a t  v a r i e t y  o f  p r a c t i c e  i s  a p p a r e n t  r e g a r d i n g  t h e  b e s t  
m e t h o d  t o  s h e l v e  o r  s t o r e  m a t e r i a l s .  M o s t  d e p a r t m e n t s  u s i n g  t h e  
D e w e y  c l a s s i f i c a t i o n  s h e l v e  m a t e r i a l s  b " f  D e w e y  n u m b e r ,  a l t h o u g h  s o m e  
p r e f e r  t o  f i l e  m o t i o n  p i c t u r e s  a l p h a b e t i c a l l y  b y  t i t l e s .  S o m e  
d e p a r t m e n t s  g r o u p  m a t e r i a l s  a c c o r d i n g  t o  c u r r i c u l u m  a r e a s ;  o t h e r s  
a c c o r d i n g  t o  t h e  t y p e  o f  m a t e r i a l s ,  s u c h  a s  m o t i o n  p i c t u r e s ,  o r  
f l a t  p i c t u r e s .  N o  c o n c l u s i o n  c a n  b e  r e a c h e d  a s  t o  t h e  b e s t  p r a c -
t i c e .  T h e  s y s t e m  s h o u l d  b e  d e t e r m i n e d  b y  l o c a l  n e e d s  a n d  c o n -
d i t i o n s .  S o m e  q u e s t i o n s  w h i c h  h a v e  a  b e a r i n g  o n  s u c h  a  d e c i s i o n  a r e :  
1 .  W h i c h  f i t s  b e s t  i n t o  t h e  h o u s i n g  a v a i l a b l e ?  
2 .  D o  t e a c h e r s  " b r o w s e "  i n  y o u r  d e p a r t m e n t  o r  a r e  a l l  o r d e r s  
p u t  u p  b y  c l e r k s ?  
3 .  A r e  m a t e r i a l s  s e n t  o u t  i n  1 1 p a c k e t s
1 1
? 4 5  
S p e c i f i c  O r g a n i z a t i o n a l  P r o c e d u r e s  
R u f s v o l d  ~ c a t a l o g i n g  a n d  c l a s s i f y i n g .  H . u f s v o l d 4 6  h a s  w r i t t e n  
o n e  o f  t h e  m o s t  h e l p f u l  b o o k s  f o r  t h e  l i b r a r i a n  w h o  h a n d l e s  a u d i o - v i s u a l  
4 4  U o e l ,  F o r t y - E i g h t h  Y e a r b o o k ,  P •  1 9 6 .  
4 5  H a r c l e r o a d  a n d  A l l e n ,  o p .  c i t . ,  p .  1 9 .  
4
6  
H . u f s v o l d ,  o p .  c i t . ,  C h a p t e r  3 .  
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materials and for the director of an instructional materials program 
which has been found. She has felt that it is just as important to 
process and catalog these materials as it is to organize the printed 
materials if they are to be used to the best advantage. The Devrey 
decir:J.al system was recommended if teachers and pupils are allowed free 
access to all materials. If this is not the case, and all materials are 
selected throurj1 a catalog, she feels there is no reason for the use of 
the Devrey system. A simple identification number such as the accession 
number plus a letter to distinguish the type of material would be 
adequate in the latter situation. An identification code should also 
be utilized if the Dewey decimal classification scheme is followed. 
Card for non-book materials should be interfiled in the catalog 
with cards for printed materials in order to provide easy reference to 
all types of materials. But supplementary catalogs of selected mater-
ials should also be provided. The use of the accession record, t..li.e 
shelf list record and the establishment of call nunbcrs -,'!'as d:Lscussed. 
The procedures for processing the different types of materials was also 
covered by Rufsvolc. 
Clark on the unified cataloG• An article by Clark47 has 
47 Virginia Clark, "How, Just One Place to Look," Ll..brary_: Journal, 
LXXIII (September 15, 1948), 1233 ff. 
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s p e c i f i c a l l y  d e t a i l e d  t h e  c a t a l o g i n g  o f  a  w i d e  v a r i e t y  o f  m a t e r i a l s  
s u c h  a s  r e c o r d i n g s ,  p o s t e r s ,  m a p s ,  f l a t  p i c t u r e s  a n d  f i l m s t r i p s .  A  
c o m p l e t e  c o d i n g  s c h e m e  h a s  b e e n  o u t l i n e d  u n d e r  a  s u b j e c t  h e a d i n g  
s y s t e m  o f  c l a s s i f i c a t i o n .  A l l  t h e  d i f f e r e n t  t y p e s  o f  m a t e r i a l s  w e r e  
l i s t e d  i n  o n e  c a t a l o g  s o  t h a t  t h e r e  w a s  j u s t  o n e  p l a c e  t o  l o o k  • ' i h e n  a  
t e a c h e r  o r  p u p i l  w i s h e d  t o  f i n d  w h a t  m a t e r i a l s  w e r e  a v a i l a b l e  o n  a  
g i v e n  s u b j e c t .  
P a i n e  suggested~ l a r g e r  c a r d  f o r  c a t a l o g i n g . 4 8  P a i n e  f e l t  t h a t  
t h e  t h r e e  b y  f i v e  i n c h  c a r d  w a s  t o o  s i a a l l  t o  h o l d  a l l  t h e  i n f o n n a . t i o n  
w h i c h  s h o u l d  b e  o n  a  c a t a l o g  c a r d  a n d  r e c o n u n e n d e d  t h e  u s e  o f  a  f o u r  b y  
s i x  i n c h  c a r d .  H e  . a d v o c a t e d  t h e  u s e  o f  s p e c i f i c  c o l o r s  t o  c o d e  t h e  
d i f f e r e n t  m a t e r i a l s  w h e n  t h e y  w e r e  a l l  c a t a l o g e d  t o g e t h e r .  I t  w a s  h i s  
h o p e  t h a t  t h i s  S " ' J s t e m  m i g h t  b e c o m e  s t a n d a r d i z e d .  
V o n  O e s e n  r e c o n m i . e n d s  p a r a l l e l  c l a s s i f i c a t i o n .  T h e  c a t a l o g i n g  o f  
n o n - b o o k  m a t e r i a l  h a s  b e e n  s l i g h t e d  i n  l i b r a ! " J  l i t e r a t u r e  a c c o r d i n g  t o  
V o n  O e s e n . 4 9  S o m e  s p e c i f i c  s u g g e s t i o n s  w e r e  g i v e n  b y  t h i s  a u t h o r  
r e g a r d i n e  t h e  c a t a l o g i n g  o f  r e c o r d i n g s  a n d  m o t i o n  p i c t u r e s .  T h e  w r i t e r  
h a s  i n d i c a t e d  t h a t  n o n - b o o k  m a t e r i a l s  c a n  b e  c l a s s i f i e d  t h e  s a m e  a s  
4 8  L e o n a r d  F .  P a i n e ,  " C a t a l o g i n g  A u d i o - V i s u a l  M a t e r i a l s ,
1 1  
W i l s o n  
L i b r a r y  B u l l e t i n ,  X X I I I  ( M a y ,  1 9 4 9 ) ,  6 9 9 - 7 0 1 , 7 7 7 .  
4 9  E .  V o n  O e s e n ,  " S i m p l e  C a t a l o g i n g  o f  A u d i o - V i s u a l  M a t e r i a l s , "  
i W f i l s o n  L i b r a r y  B u l l e t i n ,  X X I I I  ( N o v e m b e r ,  1 9 4 8 ) ,  2 5 1 - 5 3 .  
books w.i.th parallel information and distinguished from books by code 
letters. A code for use in cataloging recordings and motion pictures 
was included in the article. 
Summary of the Literature 
The inf orma.tion given in the literature regarding cataloging, 
classifying and storing of instructional materials has commonly been 
of a general nature. There has apparently been a strong trend toward 
the use of the Dewey decimal system w.i.th a letter or color code to 
distinguish betvreen different types of materials. There has been a 
very strong movement toward the adoption of the three by five inch 
card and some stand.a.rd procedures for using it for cataloging motion 
pictures and filmstrips. 
26 
Some authorities have leaned toward the idea of interfiling in 
the same catalog cards referring to all types of materials in order to 
expedite the use of all available resources. 
It appeared that the trend was away from the locally devised 
subject heading classification systems, or at least that the author-
ities did not favor it as they once had. 
The same situation appeared to exist in reference to loose-leaf 
binders. Earlier writers in the field encouraged their use, YYhile 
later -writers discouraged their employment as primary catalogs. Later 
writers felt the loose-leaf binder had a place as a supplement~J 
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c a t a l o g  o f  t h e  l i s t i n g  o f  s e l e c t e d  i t e m s .  
O n l y  o n e  a u t h o r  m e n t i o n e d  t h e  u s e  o f  t h e  v i s i b l e  f i l e  t y p e  o f  
c a t a l o g .  H e  p o i n t e d  o u t  i t s  v e r s a t i l i t y  f o r  c l a s s i f i c a t i o n ,  
c o r r e l a t i o n  a n d  c i r c u l a t i o n  p u r p o s e s .  
T h e  o n l y  i n s t a n c e  o f  a  s u r v e y  w h i c h  c o n c e r n e d  i t s e l f  w i t h  t h e  
p r o b l e m s  o f  c l a s s i f y i n g ,  c a t a l o g i n g  a n d  s t o r i n g  d e a l t  w i t h  d a t a  f r o m  
j u s t  e i g h t  s c h o o l s  i n  t h e  e a s t  a n d  m i d d l e  w e s t .  I t  s h o w e d  t h a t  t h e s e  
s c h o o l s  w e r e  a t t e m p t i n g  t o  c l a s s i f y  b y  s o m e  t y p e  o f  s u b j e c t  m a t t e r  
h e a d i n g ,  u s u a . l : c y  o n e  c l o s e : c y - r e l a t e d  t o  t h e  c u r r i c u l u m  c o n t e n t  a t  t h e  
s c h o o l .  
O n e  b o o k  a n d  t h r e e  a r t i c l e s  f r o m  p e r i o d i c a l s  i n  t h e  l i b r a r y  
f i e l d  w e r e  t h e  o n l y  a v a i l a b l e  r e f e r e n c e s  w h i c h  c o v e r e d  t h e  o r g a n i z a t i o n  
o f  i n s t r u c t i o n a l  m a t e r i a l s  f r o m  t h e  s t a n d p o i n t  o f  c l a s s i f y i n g ,  
c a t a l o g i n g  a n d  s t o r i n g ,  a n d  g a v e  s p e c i f i c  i n f o r m a t i o n  o n  h o w  t o  d o  i t .  
L i b r  
. . . . .  , , .  • .  ~r-1 1 J  r  ~. • J . , ;  
~· ~. '  .  t '  , ,  ~ i i  \ :  {  . . . . .  '  .  ;,/.~ . . .  
~~ ; .  .  .'\~·,!, ~)~~' 
. .  i i  '  , . , - - f .  '  
_ , , _ , U l : ; , ; , t  •  • ' "  
Chapter III 
CONSTRUCTION OF THE INSTRUMENT AHD PROCEDURE 
Before the construction of the instrument to gather the data 
could begin it was necessary to determine what data were pertinent to 
the problem. The problem has been two dimensional: (1) what has been 
done by way of organizing instructional materials, and (2) what mater-
ials have been organized. Many problems have been faced and many 
different kinds of materials have been included in the organization of 
instructional materials in schools. Therefore, it was necessary to 
limit the scope of this study to keep it within bounds. 
The First Dimension: Factors of Organization 
The first problem was to decide what factors of organization 
were to be considered. Strauss and Kidd have said that, "• •• After 
materials have been purcr..ased, the director should classify, index and 
file them in such a manner that they are readily accessible.ul These 
factors have been considered in this study. The term cataloging was 
used instead of indexing. The term storing was used instead of filing 
and was divided into two phases. These were (1) where have materials 
been stored, and (2) in what order have they been stored. 
1 H. L. Strauss and J. R. Kidd, Look, Listen and Learn (New York: 
Association Press, 1948), P• 90. 
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Classificati~n. I n  o r d e r  t o  c o n t r o l  t h e  r e s p o n s e s  f i v e  m e t h o d s  
o f  c l a s s i f i c a t i o n  w e r e  s p e c i f i e d  i n  t h e  s u r v e y .  T h e s e  w e r e  t h e  s t a n d -
a r d  s u b j e c t  h e a d . i . . " " l g , 2  t h e  l o c a l l y  d e v i s e d  s u b j e c t  h e a d i n g ,  a l p h a b e t i c a l  
l i s t i n g  b y  t i t l e ,  t h e  D e w e y  d e c i m a l  s y s t e m  a n d  g r a d e  l e v e l  c l a s s i f i c a -
t i o n  s y s t e m s .  T h e s e  w e r e  a s s u m e d  t o  b e  t h e  m o s t  c o m m o n l y  u s e d  a n d  
w i d e l y  l m o w n  s y s t e m s  o f  c l a s s i f i c a t i o n  e m p l o y e d  i n  s c h o o l s .  T o  p r o v i d e  
f o r  t h e  f a c t  t h a t  s o m e  o t h e r  s y s t e m  m i G h t  h a v e  b e e n  u s e d ,  s p a c e  w a s  
l e f t  i n  w h i c h  t h e  r e s p o n d e n t  m i g h t  i n d i c a t e  w h a t  o t h e r  s - . r s t e m  w a s  
e m p l o y e d .  T h e  v a r i o u s  s y s t e m s  o f  c l a s s i f i c a t i o n  h a v e  n o t  b e e n  m u t r a . l l y  
e x c l u s i v e .  I n  a  p a r t i c u l a r l y  w e l l  o r g a n i z e d  s i t u a t i o n  a l l  f i v e  s y s t e m s  
m i g h t  h a v e  b e e n  u t i l i z e d ,  a l t h o u g h  i t  i s  d o u b t f u l  i f  b o t h  a  s t a n d a r d  
a n d  a  l o c a l l y  d e v i s e d  s u b j e c t  h e a d i n g  s y s t e m  w o u l d  h a v e  b e e n  u s e d  
t o g e t h e r .  
C a t a l o g i n g .  T h r e e  t y p e s  o f  c a t a l o g s  h a v e  b e e n  s p e c i f i e d  f o r  t h e  
p u r p o s e s  o f  t h e  s u r v e y .  ' l ' h e s e  w e r e  t h e  c a r d  i n d e x ,  t h e  l o o s e - l e a f  
b i n d e r  a n d  t h e  v i s i b l e  f i l e . 3  T h e s e  w e r e  a s s u m e d  t o  b e  t h e  m o s t  
2  
S t a n d a r d  s u b j e c t  h e a d i n g s  a r e  t h o s e  s u c h  a s  M i n n i e  S e a r '  s  L l . s t  
o f  S u b j e c t  H e a d i n g s  f o r  S m a l l  L l . b r a r i e s ;  I n c l u d i n g  P r a c t i c a l  Sugges--~­
T i o n s  f o r  t h e  B e g i n n e r - i n  S u b j e c t  H e a d i n g  \ ' f o r k  ( F i f t h  e d i t i o n ;  N e w  Y o r k :  
T h e  H .  ' · T .  · . T i l s o n  C o m p a n y ,  1 9 4 4 ) ,  a n d  t h a t  u s e d  b y  S a r i t a  R o b i n s o n ,  e t . a l . ,  
e d i t o r s ;  i n  t h e  R e a d e r ' s  G u i d e  t o  P e r i o d i c a l  L i t e r a t u r e ,  ( N e w  Y o r k :  
H .  w .  · : : f i l s o n ,  m o n t h l y ) . - - -
3  ' l ' h e  t e r m  v i s i b l e  f i l e  r e f e r r e d  t o  s u c h  d e v i c e s  a s  t h e  
1 1
K a r d e x
1 1  
i n  1 ' 1 h i c h  c a r d s  a r e  p l a c e d  i n  o v e r l a p p i n g  l e a v e s  s o  t h a t  o n l y  a  s r . i a l l  
p o r t i o n  o f  e a c h  c a r d  s h o v v s  b e n e a t h  t h e  o n e  a b o v e .  O n  t h i s  e d g e  t h e  m o r e  
i m p o r t a n t  f a c t s  a b o u t  t h e  i t e m  c a t a l o g e d  a r e  w r i t t e n  s o  t h e y  a r e  a l w a y s  
v i s i b l e .  T h e  m a i n  b o d y  o f  t h e  c a r d  i s  e x p o s e d  b y  l i f t i n r ,  t h e  c a r d s  
a b o v e  i t .  
co:nnnonJy used types of catalogs. Again, they need not have been 
mutually exclusive. Space was provided so that if another type of 
catalog had been employed it could be indicated. 
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The use of the catalog has depended not only on what type of 
catalog was used and the organization of the items listed within it, 
but also upon t..~e accessibility of the catalog. For this reason the 
survey also attempted to determine what types of catalogs were utilized 
in different locations, and whether they held complete or selected 
listings. A complete listing referred to a list of all instructional 
materials of whatever subject content. A selected listing referred to 
a list of items selected either because of their type, or because they 
all contained related subject matter. 
Four specific locations were assumed to be those most likely 
to be used in schools for placing catalogs of instructional materials. 
These were the instructional materials center, the school library, the 
school office and the classroom. A complete card catalog might have 
been available at the center for reference purposes. Loose-leaf 
binders might have been distributed to teachers listing materials 
selected for the particular grade level or subject concerned. The 
center might have used a visible file for records of circulation, 
inspection and repair. All of these uses could have been found in one 
school. 
Any catalog has need of revision periodically to keep it up to 
date. When many catalogs have been distributed to teachers this 
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b e c o m e s  a n  a c u t e  p r o b l e m .  T h e  s u r v e y  h a s  a t t e m p t e d  t o  a s c e r t a i n  w h e n  
r e v i s i o n s  w e r e  a c c o m p l i s h e d .  
I f  m o r e  t h a n  o n e  t y p e  o f  m a t e r i a l  h a s  b e e n  l i s t e d  i n  a  s i n g l e  
c a t a l o g  s o m e  m e t h o d  o f  d i s t i n g u i s h i n g  b e t v r e e n  t h e  d i f f e r e n . t  t y p e s  o f  
m a t e r i a l  i s  d e s i r a b l e .  D i f f e r e n t i a t i o n  b y  c o l o r s ,  c o d e  n u m b e r s  a n d  
c o d e  l e t t e r s  w e r e  a s s u m e d  t o  b e  t h e  m o s t  w i d e l y  u s e d  m e t h o d s  a n d  w e r e  
s p e c i f i e d  i n  t h e  q u e s t i o n n a i r e .  S p a c e  1 r c t s  l e f t  f o r  t h e  r e s p o n d e n t  t o  
i n d i c a t e  a n y  o t h e r  m e t h o d  i i n i c h  m i g h t  h a v e  b e e n  e m p l o y e d .  
S t o r i n g .  T h e  f i n a l  f a c t o r  o f  o r g a n i z a t i o n  c o n s i d e r e d  i n  t h i s  
s t u d y  w a s  t h a t  o f  t h e  s t o r a g e  o f  m a t e r i a l s .  I t  h a s  m a d e  l i t t l e  d i f -
f e r e n c e  h o v r  t h o r o u g h ] y  m a t e r i a l s  w e r e  c a t a l o g e d  a n d  c l a s s i f i e d ,  a n d  h o w  
w i d e l y  d i s t r i b u t e d  v r e r e  u p - t o - d a t e  c a t a l o g s ,  i f  t h e  m a t e r i a l s  c o u l d  n o t  
b e  f o u n d  ' W h e n  t h e  t e a c h e r s  w e r e  r e a d y  f o r  t h e m .  
T h e  s u r v e y  a t t e m p t e d  t o  d e t e r m i n e  w h e r e  m a t e r i a l s  h a v e  b e e n  
s t o r e d .  I t  w a s  a s s u m e d ,  t h a t  i n  s c h o o l s ,  m a t e r i a l s  w o u l d  b e  s t o r e d  
e i t h e r  i n  t h e  i n s t r u c t i o n a l  m a t e r i a l s  c e n t e r ,  t h e  s c h o o l  l i b r a r y ,  t h e  
s c h o o l  o f f i c e  o r  t h e  c l a s s r o o m .  
I f  t e a c h e r s  h a v e  b e e n  i n v i t e d  t o  b r o w s e  i n  t h e  s t o r a g e  a r e a  t o  
f i n d  m a t e r i a l s  f o r  t h e m s e l v e s ,  t h e  m a t e r i a l  s h o u l d  h a v e  b e e n  s h e l v e d  
a c c o r d i n g  t o  o n e  o f  t h e  c o n r r n o n  m e t h o d s  o f  c l a s s i f i c a t i o n  u s e d  b y  t h e  
s c h o o l .  I n  l a r g e r  c e n t e r s  w h e r e  a J . l  t h e  o r d e r s  h a v e  b e e n  h a n d l e d  b y  
c l e r k s  o r  s o m e o n e  i n  t h e  c e n t e r ,  i t  m a y  h a v e  b e e n  m o r e  c o n v e n i e n t  t o  
s t o r e  m a t e r i a l s  b y  t y p e  i n  o r d e r  o f  a c c e s s i o n .  B e s i d e  t h e  s p e c i f i c a l ] y  
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mentioned orders of storage, such as alphabetical listing by title, 
accession, Dewey decimal and subject heading, space was left so that 
other methods could be indicated if they were employed. In all cases 
where space was left for alternate methods, the respondents were asked 
to specify what the alternate methods were. 
The Second Dimension: Items of Material to be Considered 
The concept of instructional materials has broadened so in 
recent years that any attempt to list all of them would have made the 
questionnaire u:nnanageable. Therefore, certain representative types of 
material Yrere chosen. In analyzing the use of materials it seemed that 
nearly all of them fell into one of the five categories listed in 
l Chapter I.LJ. The individual items of material which vrere chosen within 
each of these categories vrere those which it was assur.i.ed were most 
cor.nn.onJ.y used. They were listed on the questionnaire as follows: 
Projected materials 
Motion pictures 
Filmstrips 
Slides 
Recordings 
Hon-projected materials 
1,:odels and exhibits 
Maps and globes 
Charts and posters 
Flat pictures 
4 Supra., p. 4. 
P r i n t e d  m a t e r i a l s  
B o o k s  
P a m p h l e t s  
T e a c h e r s '  g u i d e s  
R e a l i a  
O b j e c t s  
S p e c i m e n s  
D i r e c t e d  e x p e r i e n c e s  
R e s o u r c e  p e o p l e  
I~ield t r i p s  
D r a m a t i z a t i o n s  
G a m e s  
T h i s  p a r t i c u l a r  g r o u p i n g  w a s  a n  a t t e m p t  t o  o r g a n i z e  t h e  
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m a t e r i a l s  i n  t e r m s  o f  t h e  mecha..~ics o f  t h e i r  u s e .  B e c a u s e  o f  t h e  f a c t  
t h a t  e q u i p m e n t  1 m s  r e q u i r e d  t o  u t i l i z e  t h e  p r o j e c t e d  m a t e r i a J . s  a n d  t h e  
f a c t  t h a t  t h e y  w e r e  g e n e r a l l y  m o r e  e x p e n s i v e ,  i t  w a s  a s s u m e d  t h a t  
t h e s e  m a t e r i a l s  w o u l d  b e  m o r e  h i g h l y  o r g a n i z e d  a n d  s t o r e d  i n  a  c e n t e r ,  
o r  a t  l e a s t  i n  a  s c h o o l  l i b r a r - . r  o r  o f f i c e ,  r a t h e r  t h a n  i n  t h e  c l a s s -
r o o m .  
I t  w a s  a n t i c i p a t e d  t h a t  n o n - p r o j e c t e d  m a t e r i a l s  1 v o u l d  m o r e  
l i k e l y  b e  f o u n d  i n  t h e  c l a s s r o o r . i . .  P r i n t e d  m a t e r i a J . s  h a v e  t r a d i t i o n a l l y  
b e e n  k e p t  i n  t h e  l i b r a r y .  
I t  w a s  a s s u m e d  t h a t  t h e  c o s t  a n d  s i z e  o f  t h e  i t e m s  l i s t e d  u n d e r  
r e a l i a  w o u l d  d e t e r m i n e  t h e  s t o r a g e  p l a c e .  T h e  s t u d y  a t t e m p t e d  t o  
d e t e r m i n e  w h e t h e r  o r  n o t  o n e  p r a c t i c e  v r a s  m o r e  p r e v a l e n t  t h a n  a n o t h e r .  
E x p e c t a t i o n s  w e r e  t h a t  i n  s o m e  s c h o o l s  t h e  i t e m s  l i s t e d  u n d e r  
d i r e c t e d  e x p e r i e n c e s  h a v e  b e e n  t h e  r e s p o n s i b i l i t y  o f  t h e  i n d i v i d u a l  
teacher; whereas, in others, the instructional materials center, the 
curriculum library or some other agency of the school has assumed the 
responsibility for organizing these items. Obviously these things 
cannot be stored; but the degree to which information about them has 
been organized was considered important to the aims of this study. 
Construction of the Checklist 
Having determined vfnich factors in the organization of instruc-
tional materials were to be considered and the items of material to be 
involved, the next step was the construction of the instrument which 
vras to gather the data. 
Problems of structure of the instrument. Arry type of question-
naire which has to be mailed must do the job the first time. There is 
little or no opportunity to go back to the respondent to repeat the 
questions in different wording to make sure that he interprets them as 
they were meant to be interpreted. This is especially true when the 
survey covers a vrl.de geographical area. 
Therefore, it was of utmost importance that the questionnaire 
be well structured when sent to the respondent. Steps to insure this 
were outlined by Jones5 soraewhat as follows: 
5 Arthur S. Jones, 11An Outline of Research vf.i. th Suggestions for 
High School Principals a.ndTeachers, 11 pp. 24-25. United States Bureau 
of Education Bulletin, No. 24, 1926, 1927, 31 pp. 
- - - --
1 .  V e r y  c a r e f u l  f o r m u l a t i o n  a n d  a r r a n g e m e n t  o f  t h e  f o : r m .  
2 .  S u b m i s s i o n  t o  a n  e x p e r t  f o r  a d v i c e  a n d  c o r r e c t i o n  
3 .  T r y  o u t  o n  d i s i n t e r e s t e d  p e r s o n s  
4 .  T r - J  o u t  r e v i s i o n  o n  s a m p l e  g r o u p  
K o o s 6  h a s  s u g g e s t e d  t h a t  t h e  q u e s t i o n n a i r e  a n d  e a c h  s p e c i f i c  
q u e s t i o n  i n  i t  b e  s u b j e c t e d  t o  t w o  c r i t e r i a :  
1 .  I s  t h e  r e s p o n d e n t  a b l e  t o  a n s w e r ?  
2 .  I s  t h e  r e s p o n d e n t  w i l l i n g  t o  a n s w e r ?  
T h e  q u e s t i o n n a i r e  s h o u l d  b e  a s  s h o r t  a s  p o s s i b l e  a n d  s t i l l  
e l i c i t  t h e  d e s i r e d  i n f o r m a t i o n .  I t  s h o u l d  h a v e  a n  a t t r a c t i v e  a p p e a r -
a n c e  a n d  b e  a d e q u a t e  m e c h a n i c a l l y ;  t h a t  i s ,  i t  s h o u l d  b e  e a s i l y  r e a d  
a n d  m a n i p u l a t e d  a n d  h a v e  a d e q u a t e  r o o m  f o r  a n S 1 v e r s .  P a y n e  7  h a s  
s u g g e s t e d  t h e  u s e  o f  f a m i l i a r  w o r d s  a n d  t h e  a v o i d a n c e  o f  w o r d s  w h i c h  
a r e  p r o b l e m s  f r o m  t h e  s t a n d p o i n t  o f  h a v i n g  s e v e r a l  m e a n i n g s .  
S t r a i g h t  questionnair~ u r n n . a n a g e a b l e .  I n a s m u c h  a s  t h e r e  w e r e  
s e v e n t e e n  i t e m s  o f  i n s t r u c t i o n a l  m a t e r i a l  a n d  t w e n t y - t w o  f a c t o r s  o f  
o r g a n i z a t i o n  t o  b e  c o n s i d e r e d ,  t h e  s t r a i g h t  q u e s t i o n n a i r e  t y p e  o f  
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i n s t r u m e n t  w o u l d  n o t  h a v e  b e e n  f e a s i b l e .  I n  o r d e r  t o  e x p e d i t e  a n m v e r -
i n g ,  t h e  g r i d  t y p e  o f  c h e c k l i s t  w a s  m o r e  a d a p t a b l e  t o  t h e  s i t u a t i o n .  
6  L e o n a r d  V .  K o o s ,  T h e  Q u e s t i o n n a i r e  i n  E d u c a t i o n  ( N e w  Y o r k :  
T h e  M a c m i l l a n  C o m p a e y ,  1 9 2 ' 8 } , "  P •  9 9 .  -
7  S t a n l e y  L .  P a y n e ,  T h e  A r t  o f  A s k i n g  Q u e s t i o n s  ( P r i n c e t o n :  
P r i n c e t o n  U n i v e r s i t y  P r e s s ,  1 9 5 1 ) ,  p .  1 5 9 .  
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rfith the items of material listed d01i'l!l one side and the factors of 
organization listed across the top, answering became as easy as making 
a check mark in the appropriate square formed by the intersection of 
the lines and the columns.8 
Checlilist easier to manipulate. The checklist type of question-
naire was thought to be not only the most efficient from the standpoint 
of the respondent w.ho would fill it in, but also from the standpoint 
of mald.ng tabulations of data. The same form could be used for the 
recapitulation of the results and thus make for consistency and ea:zy 
interpretation.9 
Ll.ne drawing clarify concepts. Since the survey dealt with 
materials in the audio-visual field it was thought that some method 
of visualizing the various items might make the checklist more mean-
ingful and appealing. Ll.ne drawings were made which were intended to 
bring to mind the type of material in each di vision. These were 
placed down the left hand side of the checklist with the list of 
materials. Each type of catalog was also visualized by a line drawing. 
These were placed at the top of the columns referring to each type of 
catalog. The abstract idea of classification did not lend itself to 
8 Infra., Figure 1, p. 41. 
9 Loe. cit. 
v i s u a l i z a t i o n .  I n  o r d e r  t o  k e e p  t h e  e n t i r e  c h e c k l i s t  t o  a  r e a s o n a b l e  
s i z e  n o  a t t e m p t  w a s  m a . d e  t o  v i s u a l i z e  t h e  v a r i o u s  s t o r a g e  f a c t o r s . l o  
M e t a m o r p h o s i s  o f  t h e  c h e c k l i s t .  B e g i n n i n g  a s  a  l o n g  u n m a n a g e -
a b l e  l i s t  o f  q u e s t i o n s ,  t h e  f i n a l  c h e c k l i s t  w a s  e v o l v e d  t h r o u g h  a  
s e r i e s  o f  s t a g e s .  A t  o n e  s t a g e  i t  w a s  d u p l i c a t e d  a n d  t r i e d  o u t  o n  
c l a s s e s  i n  a u d i o - v i s u a l  e d u c a t i o n  a t  C e n t r a l  W a s h i n g t o n  C o l l e g e  o f  
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E d u c a t i o n  i n  t h e  s u m m e r  o f  1 9 5 2 .  T h i s  c h e c k l i s t  w a s  a  f o u r  p a g e  s e r i e s  
o f  g r i d s ,  o n e  o f  w h i c h  w a s  a n  o v e r l a y  s h e e t .  
T h e  r e s u l t s  o f  t h i s  p r e l i m i n a r y  s u r v e y  r e v e a l e d  t h a t  e v e n  t h o u g h  
m u c h  t i m e  h a d  b e e n  s p e n t  o n  t h e  f o r m ,  t h e r e  w e r e  s t i l l  c e r t a i n  m e c h a n -
i c a l  d i f f i c u l t i e s  t o  b e  o v e r c o m e .  P e r h a p s  e v e n  m o r e  i m p o r t a n t  t h a n  
t h e s e  m e c h a n i c a l  d i f f i c u l t i e s ,  w a s  t h e  f a c t  t h a t  t h e  c h e c k l i s t  a p p a r -
e n t l y  d i d  n o t  m e a s u r e  u p  t o  t h e  c r i t e r i a  o f  K o o s .
1 1  
I t  w a s  d i s c o v e r e d  
t h a t  e i t h e r  t h e  r e s p o n d e n t s  w e r e  u n w i l l i n g  t o  a n s w e r  t h e  c h e c k l i s t ,  o r  
t h e y  w e r e  u n a b l e  t o  a n s w e r  i t  i n t e l l i g e n t l y .  F u r t h e r  i n v e s t i g a t i o n  
t h r o u g h  p e r s o n a l  c o n t a c t  w i t h  t h e  r e s p o n d e n t s  r e v e a l e d  t h a t  m a n y  c l a s s -
r o o m  t e a c h e r s  h a d  l i t t l e  k n o w l e d g e  o f  t h e  f a c t o r s  i n v o l v e d  i n  o r g a n i z i n g  
i n s t r u c t i o n a l  m a t e r i a l s .  T h e y  w e r e  n o t ,  t h e r e f o r e ,  a b l e  t o  a n s w e r  
i n t e l l i g e n t l y .  T h i s  i n d i c a t e d  t h e  n e e d  f o r  s e l e c t i n g  t h e  p o p u l a t i o n  
t o  w h o m  t h e  c h e c k l i s t  w a s  t o  b e  d i r e c t e d .  T h i s  p r o b l e m  w i l l  b e  d i s -
c u s s e d  l a t e r  i n  t h i s  c h a p t e r .  
1 0  I n f r a . ,  F i g u r e  l ,  P •  4 1 . .  
l l  S u p r a . ,  p .  3 5 .  
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The mechanical difficulties mentioned consisted mainly of 
improper registration of the overlay sheet and the scattering of re-
lated questions in different places in the checklist so that the 
relationships were not apparent. This latter fault led to inconsistent 
and incongruous answers. For instance, a respondent would indicate 
that a certain material was not cataloged, then check the method of 
cataloging which i'icl.S used for that material. Storing resource people 
on the shelf accordine to the Dewey decimal system obviously isn 1 t 
done, yet such incongruous answers were checked. 
The matter of the overlay was solved by putting all parts of the 
checklist on one sheet of paper. To avoid having lines too long and 
columns too far from the list of materials an accordian fold was used 
so that there were never more than nine columns exposed for checking 
at one time.12 
Scattered items which were related to each other were grouped 
together on one panel, or arranged so that they were exposed with the 
panel containing the related items. For instance, when the panel with 
the methods of classification listed on it was folded over for checld.ng, 
it left column exposed to show the list of items not classified.13 
Attention was then called to the fact that if an item had been checked 
12 Infra., Figure 1, p. 41. 
13 Loe. cit. 
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a s  n o t  c l a s s i f i e d ,  i t  s h o u l d  n o t  b e  c h e c k e d  o n  t h a t  p a n e l  i n d i c a t i n g  
t h a t  s o m e  m e t h o d  o f  c l a s s i f i c a t i o n  h a d  b e e n  u s e d  f o r  i t .  Q u e s t i o n s  
s u c h  a s  t h e  o n e  r e g a r d i n g  t h e  r e v i s i o n  o f  c a t a l o g s  w e r e  p l a c e d  o n  t h e  
p a n e l  e x p o s e d  n e x t  t o  t h e  p a n e l  l i s t i n g  c a t a l o g s ,  b u t  f o l d e d  u n d e r  w h e n  
t h e  p a n e l  w i t h  t h e  c l a s s i f i c a t i o n s  l i s t e d  w a s  e x p o s e d . 1 4  
T h e s e  p r o c e d u r e s  a l m o s t  c o m p l e t e l y  e l i m i n a t e d  i n c o n s i s t e n t  a n d  
i n c o n g r u o u s  a n s w e r s  i n  t h e  f i n a l  s u r v e y .  
R e v i s e d  c h e c k l i s t  t e s t e d .  T h e  r e v i s e d  c h e c k l i s t  w a s  g i v e n  t o  
s e v e r a l  i n d i v i d u a l s  a c q u a i n t e d  w i t h  t h e  f i e l d  o f  i n s t r u c t i o n a l  
m a t e r i a l s  a n d  t o  s o m e  w h o  w e r e  n o t .  T h e y  w e r e  a s k e d  t o  c h e c k  i t  a n d  t o  
c r i t i c i z e  t h e  f o r m .  ' l ' h e  s u g g e s t i o n s  f o r t h c o m i n g  f r o m  t h e s e  p e o p l e  w e r e  
c o n s i d e r e d  a n d  a f t e r  m a n y  m o r e  a d j u s t m e n t s  t h e  c h e c k l i s t  w e n t  t o  t h e  
p r i n t e r .  
T h e  c h e c k l i s t  w a s  p r i n t e d  b y  t h e  o f f s e t  p r o c e s s  i n  o r d e r  t o  m a k e  
i t  a s  n e a t  a n d  a t t r a c t i v e  a s  p o s s i b l e  a n d  y e t  b e  e c o n o m i c a l .  E x p l i c i t  
d i r e c t i o n s  f o r  e a s i e s t  c h e c k i n g  p r o c e d u r e s  w e r e  g i v e n  o n  t h e  f o r m .  I n  
o r d e r  t o  e . x p e d i t e  t h e  w o r k  o f  t h e  r e s p o n d e n t ,  t h e  i n s t r u m e n t  w a s  m a d e  
c o m p l e t e  i n  i t s e l f .  N o  e n v e l o p e  w a s  n e c e s s a r y  e i t h e r  t o  m a i l  i t  t o  t h e  
r e s p o n d e n t  o r  t o  r e t u r n  i t .  F o l d e d  i n t o  t h i r d s ,  t h e  a d d r e s s  o f  t h e  
r e s p o n d e n t  w a s  t y p e d  o n  o n e  f l a p  a n d  t h e  r e t u r n  a d d r e s s  w a s  t y p e d  o n  
1 4  I n f r a . ,  F i g u r e  1 ,  P •  4 1 .  
•  
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the other.15 Directions for folding were given and return postage was 
affixed so that the respondent had only to check, fold, seal and mail. 
The fact that 58.8 per cent of the people to whom the checklist was 
sent replied, indicated that this method paid dividends. 
Selection of the Population to be Sampled 
Several possible alternatives presented themselve~ in the 
selection of the population to whom the checklist was to be sent. 
Occupation of the respondents. The preliminary survey results 
made it evident that it would be useless to send the checklist to 
teachers alone. The population had to be made up of people 'Who had 
had some experience in the organization of instructional materials. 
The following groups of people were considered: directors of instruc-
tional materials programs, all types of librarians and school 
administrators. 
Grade level £! schools to be surveyed. The second set of 
alternatives involved the grade level of scJ:1ools. Should people be 
selected who were in elementary and secondary schools only, or should 
people in institutions of higher learning be included also? 
Size of school unit. Another question arose involving the size 
15 Infra., Figure 1, p. 41. See reverse side of the checklist. 
/\ 5URVEY OF CURRENT rRACTICE5 OF ORGANlZlNG I 
NOT&1 DIRECTIONS FOR" EASIEST CHECKING. 
---'Thi• cbeckli•t"ii&a been designed to make 
answering 1.a easy ae possible. Questions 
oan all be anewered •ith a check. Thoae 
at the top of the grids refer to list of 
materials in column 1. Leave apace if 
question does not apply. For easiest 
checking, •pread form out flat, check 
columns 2 to 7 on panel I. Then follos 
directions at bottom of panels II, r.v, V. 
Printed Materials 
Books 
.-fl- Pamphlets 
Teacher's Guides 
5 
46154 
Indicate which types of catalog are used 
.1 ... _-f..._..J "li-..a...t ___ 
Which type or types of catalogs 
are used to list materials? (Items 
checked in column 3 will not be 
checke • ·· , · · 
~ 
0 
other 
Specify) 
34 
PLEASE CHECK THE APPROPRIATE 
ITEMS 
l. Are catalogs revised: 
AB needed during the year? ..:!!:_ 
Annually? 55 
-
Semi-annually? 
--2. 
Some other time? (Specify) ~ 
I '"!" I ~ I 33 12· . Are different types of material 30 which are cataloged together coded: 
--------27 By colored cards or pages? -1l1. 
By numbers? 39 
By letters? 
-2.Q 
1 
Some other way (Specify) _Jj, 
8 3. In your opinion, would the .. 
\'lhich system or s;rstems is.used to 
classify each type of material? 
(Items checked in column 2 'Will not 
. 
Standard Subject Headings (i.e.,Seai'I! 
Alphabetically, by title 
Dewey Decimal • 
Grade level 
66 2 6 
66 24 37 8 
16 
15 
22 11 
14 2 9 3 
11 
121 9 14 45 8 1 
10119 20 24 5 2 ' I I organization be improved if 
23 similiar materials, (such as in "A", l , :•,: ,, : , , : .,,. : ' 11B 11 , etc.)_, were cataloged together? : 
20 
8 
8 
0 
! 
CJ) 
(I) 
to' 
.... 
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24 
6 
0 
.§ 
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(I) 
~ (1) 
0 
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.§ 
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(I) 
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t1) 
() 
ll 
B 
'g. 
9 
1 
<D 
~ 
Cl) 
() 
c+ 
(I) 
s;:l. 
..ia_ I 
8
12
3
1 ~~ I ~ I : I 4 j 
If all materials were cataloged 
together? 
c9 l 2 
-2.§... 
NOTE1 Please fold this pleated 
section to the lef't so that the 
grid on panel III covers all but 
columns 1 and 2 on panel I. 
Oheck columns 8 through l~ 
(Panel II) 
1 
2 
(Pa~l III ) 
~ENT rRACTICE5 OF ORGANIZING 11N5 TR UCT\ONAL 
a type or types of catalogs 
LSed to list materials? (Items 
~d in column 3 will not be 
!'AA nn ~h;R nAae.) 
~ 
lex 
L 
Loose-
leaf 
ltHnnA,.. 
'5 
Visible 0 
File other 
( Kard ex) Specify) 
6 7 
49 I 26 I 34 
PLEASE CHECK THE APPROPRIATE 
ITEMS 
J.. Are catalogs revised: 
AB needed during the year? _:!.!::_ 
Armually? 55 
Semi-annually? 
-1.. 
Some other time? (Specify) .._2Z. 
I 54 I 21 I 33 12, .Are different types of nateriaJ. 
40 21 30 which are cataloged together coded: 
44 20 27 By colored cards or pages? _fil 
22 9 15 
21 2 7 
22 5 9 
• 18 6 19 
I I 19 I 2 I 3 
By numbers? 
By letters? 
Some other way (Specify) 
39 
__..li.Q 
-12 
~ 
1 
19 
1 
6 
1 
8 
1
3. In you: opini?n, v1ould. the 
--~+__;:=...~--t~---=~~~~..;;;:...~-1 organization be improved if 
3 23 7 23 similiar materials, (such as in 11 A", 
11B11 , etc.)_, were cataloged together? 
~ I 21~ 
) I 19 
~ I 15 
6 I 24 
B I 3 
B I 6 
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'?-
VJ 
(I) 
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(1) 
() 
cT 
(I) 
p. 
-
a_ 
I 
_a 
If all oaterials l'lere cataloged 
together? 
~ 
NOTE1 Please fold this pleated 
section to the left eo that the 
grid on panel III covers all but 
columns 1 and 2 on panel I. 
Check columns 8 through l' 
(Panel 
11lhich system or systems is.used to 
classify each type of material? 
(Items checked in column 2 will not 
be chAckAn on thi~ Nl.£!'0.) 
Standard Subject Headings (i.e.,Seaz's 
I I,.opally devised Subject Headings 
Alphabetically, by title 
Dei,'ley Decimal ... 
Grade level 
1 J~~~r~-' 
4 • 
s 191 10 ,, 1? 11 
25149 66 25 15 6 
24146 66 24 37 8 
21143 49 16 12 10 
16 lli.5 57 15 27 9 
: ...... ..,. ... ..,. .......................................................................................... ~ 
·121301 22 I 5 I 11 I 3 
iL21121 _14 I 2 I 9 I 3 
·liif 24I 19 i 4 I 9 I 2 I 1llJ2 29 6 17 3 
.121 9 14 45 8 1 
10119 20 24 5 2 
9lli _TI l c; H 7 
1-..... --i~~~--~~~--~~~---~~---1 
8123 14 3 8 4 
(9 122 14 3 8 
4 D-8 11 ,5 1 
6 121. 15 R ? 
J I g _3 ? 1 l 
1 2 2 1 2 
.. > 
PLEASE CHECK THE APPROPRIATE ITE11S 
IF ANS1'ER IS 111ES11 
4. In your opinion, would the 
organization be improved if similiar 
materials (such as i"n 11 A11 or 11B 11 
, J J 
etc.) were classified by· the same 
system? 
_§J_ 
If all types of materials rrere 
classified by the scuoo system? 
-1.§... 
5. Are teachers invited to browse in 
the storage area of the Instructional 
Ea.terin.ls Center? 
-2L 
6. Are all orders handled by clerks 
or sor.ieone in the Center? 
~ 
NOTE1 Please fold this pleated section 
to the left eo that the grid on 
panel V cOYers all but column 1 
of panels I and III. Finish 
checking columns 14 through 22 
(Panel IV) 
MATERIALS 
Where is each 
type of material 
stored? 
I...:t! Center 
School 
Library 
School 
Office 
C'Iasf 
roOD 
ii.._ I 15 I 16 I 17 
1191 l.i 1 I 2 
112134 20 Ill 
10?11/, lL 111 
1001 iL 21 121 
5EH l /, 10 11.i.i 
33122 10 169 
48120 9 156 
611 '37 13 I i:;1 
3£16fi 1? I ')O 
47163 12 l~n 
'7 r:. L'l3. _1_2 ,, '=I 
How is material 
arranged in the 
storage area? 
~phabetically,by title 
By accession 
- ( Dewey 
Decimal 
Subj~ct 
He=· S' 
l. othe: Spec 
1:~ I 1 Q I ?rl I ?1 I 22 
/, i::, 32 11 116 5 
35 41 17 126 8 
31 34 11 123 6 l 
37 31 14 116 6 I 
1 /, l? L. 117 2 I 
15 7 3 113 9 l 
19 8 5 121 7 
?I A S I ?A ,q 
,~ I. ,, 117 /, 
lli 5 28 128 7 
27 11 16 119 11 
l.3115- 6 I'>? I 11. I 1 n 1. 11? R 
42113 8 158 113 110 l 117 R 
Any additionP,l remarks you care to make 
will be gratefully received. 
Your time, thought and effort in 
answering this checklist are greatly 
apprecic+ted. If you vd.sh a tabulation 
or the results, please check here. 
NOTE: Please fold this panel to the le~ 
---COVering Column 1 on Panel I. Then 
fold top third down and bottom third 
up so that the original address label 
ia covered by the return addr,esa label. 
The entire checklist may then be sealed 
with the gummed flap at the bottom of 
Panel I. Seal and nail. 
(Panel V) 
.... J 
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o f  t h e  s c h o o l s  t o  b e  s u r v e y e d .  S h o u l d  t h e  c h e c k l i s t  b e  s e n t  t o  p e r s o n s  
i n  i n d i v i d u a l  s c h o o l s ,  t o  p e o p l e  r e p r e s e n t i n e  c i t y  s c h o o l  s y s t e m s ,  
c o u n " b f  s c h o o l  s y s t e m s ,  o r  t o  t h o s e  r e p r e s e n t i n g  s t a t e  s c h o o l  s y s t e m s ?  
G e o g r a p h i c a l  ~ t o  b e  s u r v e y e d .  T h e  l a s t  a l t e r n a t i v e  c o n -
s i d e r e d  w a s  t h e  g e o g r a p h i c a l  s c o p e  o f  t h e  s u r v e y .  S h o u l d  t h e  s u r v e y  
b e  l : i J n . i t e d  t o  t h e  s t a t e ,  t o  t h e  w e s t  c o a s t  r e g i o n ,  o r  s h o u l d  i t  b e  
n a t i o n  w i d e ?  
D e c i s i o n  base~ u p o n  r e s u l t s  o f  p r e l i m i n a r y  s u r v e y  a n d  a i m  o f  
t h e  s t u d y .  S i n c e  t h e  p r e l i m i n a r y  s u r v e y  i n d i c a t e d  t h a t  t h e  r e s p o n -
d e n t s  w o u l d  n e e d  t o  h a v e  s o m e  k n o w l e d g e  o f  t h e  p r o b l e m s  o f  o r g a n i z i n g  
i n s t r u c t i o n a l  m a t e r i a l s ,  t h e  p o p u l a t i o n  w a s  s e l e c t e d  f r o m  a  l i s t  o f  
p e o p l e  w h o  h a d  s h a v m  t h a t  t h e y  h a d  m o r e  t h a n  a  p a s s i n g  i n t e r e s t  i n  
t h e  p r o b l e m s  o f  i n s t r u c t i o n a l  m a t e r i a l s .  S e l e c t i o n  w a s  m a d e  f r o m  t h e  
m e m b e r s h i p  l i s t  o f  t h e  D e p a r t m e n t  o f  A u d i o - V i s u a l  I n s t r u c t i o n  o f  t h e  
N a t i o n a l  E d u c a t i o n  A s s o c i a t i o n  f o r  1 9 5 2 . 1 6  
I n  m a n y  c a s e s  t h e  p e o p l e  s e l e c t e d  v r e r e  d e s i g n a t e d  i n  t h e  l i s t  
a s  d i r e c t o r s  o r  c o o r d i n a t o r s  o f  a u d i o - v i s u a l  p r o g r a m s .  P e o p l e  w e r e  
s e l e c t e d  w h o  r e p r e s e n t e d  a l l  t y p e s  a n d  s i z e s  o f  s c h o o l  s y s t e m s  a t  a J . l  
g r a d e  l e v e l s .  I n d i v i d u a l  s c h o o l s ,  c i  ' b J  s c h o o l  s y s t e m s ,  c o u n t y  s c h o o l  
s y s t e m s  a n d  s t a t e  d e p a r t m e n t s  o f  e d u c a t i o n  w e r e  r e p r e s e n t e d .  A l l  t h e  
1 6  O f f i c i a l  R o s t e r ,  D e p a r t m e n t  o f  A u d i o - V i s u a l  I n s t r u c t i o n ,  
N . E . A . ,  a s  o f  O c t o b e r  1 ,  1 9 5 2 .  
states were represented and two provinces in Canada. 
These people were chosen as the population to be surveyed in 
order to give a general picture of the practices which were being 
follOW"ed in organizing instructional materials no matter what the 
nature of the school system. It was thought that this would give the 
most accurate cross-sectional view of the practices of organizing 
instructional materials in schools. 
The Letter of Transmittal 
43 
The letter of transraittal which accompanies a questionnaire.is 
of utmost importance to the success of the survey. Respondents should 
understand the reason for the survey and that reason should have 
universal appeal to them. Because of the nature of the population it 
was assumed that all would have a general interest in the field of 
instructional materials. In the letter sent with the checklist,17 the 
need for a survey of the methods of organization of materials vras 
emphasized. Some explanation of the organization of the checklist and 
the definitions of the terms classifying and cataloging as used in the 
study were included in the letter. .As an incentive, results of the 
survey were offered to those who wished them. In a few instances 
personal postscripts were added to encourage response. 
17 Infra., Appendix B, p.119. 
M a i l i n g  p r o c e d u r e s .  A l l  f a r o  h u n d r e d  a n d  f i f t y - f i v e  c h e c k l i s t s  
w e r e  m a i l e d  v r i t h i n  a  m o n t h .  A l l  b u t  f i v e  o f  t h e m  w e r e  m a i l e d  o n  
4 4  
: M a r c h  4 ,  1 9 5 3 .  1 . : ; . a n y  r e t u r n s  w e r e  r e c e i v e d  w i t h i n  t h e  f i r s t  t h r e e  w e e k s  
f o l l o w i n g .  A s  t h e  n u m b e r  o f  r e t u r n s  b e g a n  t o  f a l l  o f f  d u r i n g  t h e  
f o u r t h  w e e k ,  r e m i n d e r  c a r d s  w e r e  s e n t  t o  t h o s e  w h o  h a d  n o t  y e t  r e t u r n e d  
t h e  c h e c k l i s t .
1
8  A p p a r e n t l y  a b o u t  f i f t e e n  m o r e  r e t u r n s  c a m e  i n  a s  a  
r e s u l t  o f  t h e  r e m i n d e r  c a r d s .  
B y  J u l y  1 ,  1 9 5 3 ,  o n e  h u n d r e d  f i f t y  r e p l i e s  h a d  b e e n  r e c e i v e d .  
O n e  h u n d r e d  t h i r t y - n i n e  r e t u r n e d  t h e  c o m p l e t e d  c h e c k l i s t .  O f  t h e  
r e p l i e s  w h i c h  w e r e  r e c e i v e d  w i t h o u t  c o m p l e t e d  c h e c k l i s t s ,  t w o  c a m e  b a c k  
m a r k e d  " a d d r e s s  u n k n o w n " .  F i v e  c a m e  b a c k  w i t h  n o t e s  s a y i n g  t h a t  t h e  
c h e c k l i s t  d i d  n o t  a p p l y  t o  t h e i r  s i t u a t i o n ,  a n d  t w o  s e n t  n o t e s  s a y i n g  
t h e y  w e r e  t o o  b u s y  a t  t h e  t i m e  t o  c h e c k  t h e  f o r m .  O n e  h a d  m i s p l a c e d  
t h e  o r i g i n a l  a n d  w a n t e d  a n o t h e r  c o p y  t o  f i l l  i n  a n d  r e t u r n .  O n e  w a n t e d  
t o  k e e p  t h e  o r i g i n a l  a n d  d i d n ' t  t h i n k  t h a t  t h e i r  s i t u a t i o n  w o u l d  a d d  t o  
t h e  g e n e r a l  p i c t u r e .  T h e  l a s t  t w o  p e o p l e  w e r e  s e n t  a n o t h e r  c h e c k l i s t  
w i t h  a  r e q u e s t  t o  c h e c l < :  i t ,  r e t u r n  i t ,  a n d  k e e p  t h e  o r i g i n a l  w h i c h  h a d  
b e e n  s e n t  t o  t h e m .  
F o u r  r e c i p i e n t s  m a d e  d e f i n i t e  r e q u e s t s  f o r  c o p i e s  o f  t h e  c h e c k -
l i s t s  f o r  t h e i r  f i l e s .  M . a . n y  m a d e  a d d i t i o n a l  r e m a r k s  b e y o n d  t h e  a c t u a l  
i n f o r m a t i o n  r e q u e s t e d .  S o m e  e v e n  s e n t  i l l u s t r a t i v e  m a t e r i a l .  S p e c i a l  
1 8  I n f r a . ,  A p p e n d i x  C ,  P •  1 2 . 0 .  
remarks of encouragement such as the following, were included by 
tlventy-one respondents. 
"Very clever questionnaire. Shovrs much thought and organ-
ization." 
"• •• an ingeni_ous and well thought out format.n 
II 
• • • easy-to-use form •• •" 
"Congratulations on tricky arrangeaent." 
11 [The] questionnaire is interesting and should make a 
contribution to the A-V field. 11 
11 [The] visual approach ••• could be of great service to the 
educational field • • • in visualized tests. 11 
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C h a p t e r  I V  
A N A L Y S I S  O F  D A T A  
T h e r e  w e r e  3 6 7  i t e m s  o f  i n f o r m a t i o n  i n d i c a t e d  o n  t h e  c h e c k l i s t .  
I t  w a s  c o n c e i v a b l e ,  b u t  v e r y  u n l i k e l y ,  t h a t  o v e r  3 0 0  i t e m s  m i g h t  b e  
m a r k e d  o n  o n e  r e t u r n .  S i n c e  t h e  a i m  o f  t h e  s u r v e y  w a s  t o  p r e s e n t  a  
g e n e r a l  p i c t u r e  o f  t h e  m a n n e r  i n  w h i c h  i n s t r u c t i o n a l  m a t e r i a l s  w e r e  
b e i n g  o r g a n i z e d  i n  s c h o o l s  a n d  c o l l e g e s ,  i t  w a s  d e s i r a b l e  t h a t  t h e  
p i c t u r e  b e  p r e s e n t e d  i n  a s  c l e Q . r  a  m a n n e r  a s  p o s s i b l e .  S i m p l e  t a b u l a -
t i o n  o f  t h e  d a t a  d i d  n o t  a c c o m p l i s h  t h i s . l  T h e r e f o r e ,  i n  a d d i t i o n  t o  
t h e  s i m p l e  t a b u l a t i o n ,  g r a p h s  w e r e  u s e d  t o  b e t t e r  v i s u a l i z e  t h e  
r e s u l t s .  W h i l e  t h e s e  g r a p h s  p r e s e n t e d  t h e  g e n e r a l  o v e r - a l l  r e l a t i o n -
s h i p s  a s  r e l a t e d  t o  t h e  d i f f e r e n t  i t f f i n s  o f  m a t e r i a l ,  s o m e  a n a l y s i s  
o f  t y p i c a l  r e t u r n s  w a s  n e c e s s a r y  t o  c o m p l e t e  t h e  p i c t u r e .  
D e v e l o p m e n t  o f  t h e  P r o f i l e  C a r d  
T h i s  a n a l y s i s  o f  t J 1 : i i c a l  i n d i v i d u a l  r e t u r n s  w a s  u l t i m a t e l y  
a c c o m p l i s h e d  t h r o u g h  t h e  m e d i t n n  o f  a  p r o f i l e  c a r d . 2  O r i g i n a l l y  t h i s  
c a r d  w a s  d e v e l o p e d  m e r e l y  t o  e x p e d i t e  t h e  h a n d l i n g  o f  t h e  t a b u l a t i o n s  •  
• .  , 1  
B e c a u s e  o f  t h e  m e c h a n i c a l  d i f f i c u l t y  o f  h a n d l i n g  t h e  l a r e e  s h e e t s  u p o n  
1  S u p r a . ,  F i g u r e  1 ,  p . 4 1 .  
2  S u p r a . ,  F i g u r e  2 ,  p . 5 0 .  
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which the checklist was printed, the grid of the checklist was reduced 
so it vrould fit on a three by five inch card. Numbers down the sides 
corresponded to the list of items of material and the numbers across 
the top corresponded to the various organizational factors.3 A square 
on the card was filled in when the corresponding space on the checklist 
was marked. Red pencil was used for the section dealing with catalogs, 
green for the section on classification, blue for the section on the 
location of storage and orange for the section on the methods of stor-
age. This made it easy to tabulate the data as the different factors 
i.<rere clearly designated by the different colors. 
The small grid in the upper right hand corner of the profile 
card4 was the reduction of the section of the checklist dealing 1vith 
the use of the various types of catalogs in various locations for 
selected and complete listings of material. Two columns of squares 
were provided for each type of catalog for indicating whether the 
catalog contained complete or selected listings. The different 
locations at which the catalogs were used were listed dmvn the side. 
The small grid in the lovrer right hand corner5 of the profile 
card provided space for indicating the ans1"rers to the questions asked 
3 Cf., Figure 1, p.41,and Figure 2, p.50. 
4 Cf., Loe. cit. 
r: 
::> Cf., Loe. cit. 
4 8  
a b o u t  r e v i s i o n  p o l i c i e s ,  c a t a l o g i n g  c o d e s ,  d e s i r a b i l i t y  o f  u n i f o r m  
c a t a l o g s ,  w h e t h e r  t e a c h e r s  w e r e  e n c o u r a g e d  t o  b r o w s e  i n  t h e  c e n t e r ,  a n d  
w h e t h e r  c l e r k s  f i l l e d  a l l  t h e  o r d e r s .  A  f i l l e d  s q u a r e  m e a n t  a  
1 1
y e s
1 1  
a n s w e r .  
C h a r a c t e r i s t i c s  r e v e a l e d  b y  t h e  p r o f i l e  c a r d .  S a m p l e  p r o f i l e s  
f o r  t h r e e  t y p e s  o f  o r g a n i z a t i o n a l  p r o c e d u r e s  a r e  s h o - w n  i n  F i g u r e s  2  
t h r o u g h  4 .  
F i g u r e  2  r e p r e s e n t s  a  r e s p o n s e  f r o m  a  s c h o o l  w h i c h  h a s  c o n s i s t -
e n t l y  o r g a n i z e d  a l l  o f  t h e  s e v e n t e e n  i n s t r u c t i o n a l  m a t e r i a l s .  T h e  
s t r a i g h t  c o n t i n u o u s  v e r t i c a l  l i n e s  a r e  t y p i c a l  o f  t h i s  t y p e  o f  o r g a n -
i z a t i o n .  T h e  e x c e p t i o n s  t o  c o n s i s t e n t  o r g a n i z a t i o n  s h o w n  o n  t h i s  
p r o f i l e  c a r d  w e r e  t h e  c a t a l o g i n g  o f  m o t i o n  p i c t u r e s  a n d  t h e  s t o r i n g  o f  
f i l m s t r i p s ,  s l i d e s  a n d  r e c o r d i n g s .  T h e  f a c t  t h a t  s o m e  r e c o r d i n g s ,  m a p s  
a n d  g l o b e s  a n d  b o o k s  w e r e  k e p t  i n  t h e  s c h o o l  l i b r a r y ,  a n d  s o m e  o f  t h e  
t e a c h e r s '  g u i d e s  w e r e  k e p t  i n  t h e  c l a s s r o o m  i s  c l e a r l y  s e e n .  A l l  t y p e s  
o f  m a t e r i a l s  w e r e  a v a i l a b l e  f r o m  t h e  i n s t r u c t i o n a l  m a t e r i a l s  c e n t e r .  
T h e  s m a l l  g r i d  i n  t h e  u p p e r  r i g h t  h a n d  c o r n e r  i n d i c a t e s  t h a t  a  
c o m p l e t e  c a r d  i n d e x  w a s  a v a i l a b l e  b o t h  a t  t h e  c e n t e r  a n d  i n  t h e  c l a s s -
r o o m s .  A  c o m p l e t e  l i s t i n g  o f  a l l  m a t e r i a l s  w a . s  a l s o  k e p t  i n  a  v i s i b l e  
f i l e  i n  t h e  c e n t e r .  
T h e  s m a l l  g r i d  a t  t h e  l o w e r  r i g h t  i n d i c a t e d  
1 1
y e s
1 1  
a n m v e r s  t o  
p a r t s  " b
1 1  
a n d  
1 1
d
1 1  
o f  q u e s t i o n  1 .  R e v i s i o n s  o f  t h e  c a t a l o g s  w e r e  m a d e  
o n  a n  a n n u a l  b a s i s .  T h e  f i l l e d  s q u a r e  f o r  p a r t  
1 1
a 1 1  o f  q u e s t i o n  2  
49 
revealed that in this school different materials were coded by color in 
the catalog. Question 3,b, was checked signifying that the respondent 
felt that all types of materials should be classified by the same 
system. The squares for questions 5 and 6 are filled in, indicating 
that according to the checklist teachers were encouraged to browse in 
the instructional materials center storage area and that all orders 
were filled by clerks or someone in the center. 
The profile in Figure 2 indicates that the materials were 
organized consistently by the school which it represents according to 
the checklist returned by the respondent. They were not organized 
extensively. That is, the same organizational practices were followed 
for most of the materials, but only one type of catalog was used and 
only one system of classification. 
Figure 3, on the other hand, is the profile of a school where 
materials were orga.11ized more extensively. However, not as many dif-
ferent materials were reported organized. The organization as 
reported is quite consistent, though some changes of practice are 
noted for printed materials and directed experiences. Three types of 
catalogs and three systems of organization were reported for the pro-
jected materials and for flat pictures. Printed materials were 
reported cataloged in the card index and classified according to the 
Dewey decimal system. Information about field trips and resource 
people was cataloged in two ways and classified in two i.rays according 
to the profile card. 
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The profile shows that all types of materials were checked in 
the section referring to the place of storage, although they had not 
all been cataloged or classified. All materials were kept in alpha-
betical or Dewey decimal system order except for those kept in the 
classroom and the teachers' guides. 
51 
Card catalogs were indicated to be available at the center and 
at the library. Loose-leaf binders were also available at the library 
according to the information provided by the respondents. Selected 
listings of materia.J.s in loose-leaf binders were supplied to the class-
room as revealed by the small grid in the upper right hand corner in 
Figure J. The miscellaneous catalog indicated on this profile was a 
111fueeldex11 according to the original checklist. This is assumed to be 
a variation of the visible file. The 11Wheeldex11 contained complete 
listings of material and was available in the center and in the 
library. 
The srr..all grid in the lower right reveals that the catalogs 
were revised every two years. This latter information was written in 
on the checklist. The grid also reveals that a color code was utilized 
in the catalog. The respondent felt that all materials should be 
cataloged and classified together. Teachers were encouraged to browse 
in the storage area of the center and clerks filled the orders accord-
ing to the profile card. 
A different type of organization is demonstrated by the profile 
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53 
in Figure 4. Here no pattern is clearly·evident in the reported organ-
ization of materials. Apparently ea:ch item was cataloged and classi-
fied with little thought o~ the others. The only catalog use disclosed 
was a selected listing of 'maiierial in a card index available in the 
library. Apparently this catalog was revised annually. The respondent 
felt that the organization would be improved if all materials were 
cataloged together. 
Generally speaking, these profiles indicated that schools were 
being quite consistent in the handling of the materials which they 
organized as far as cataloging and-classifying were concenied. They 
1vere less consistent in the manner and place for storing materials. 
There was considerable variation between schools in the number of 
materials organized and the extent to which they were organized. The 
relative frequency of organization of each material vdll be discussed 
in the analysis of the data for the materials. 
Analysis of Organizational Factors 
The following ana,J.ysis of organizational factors for each of the 
items of instructional material was based upon the data tabulated from 
139 respondents. A bar graph has been made for each item of material. 
The graphs are all made to the same scale for easy comparison. 
Figures 5 through 21 shmv the frequency for which each factor of 
organization was reported for each item of material. 
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55 
The top black bar of each graph shows the total number of times 
that material was reported organized in some manner. The response may 
have indicated only that the material was stored in the classroom, but 
some recognition was made that the material was in organized use in the 
school program. The second black bar of each graph represents the 
number of responses which indicated some type of catalog was used for 
that material. Following this are white bars which represent the 
number of times each specific type of catalog was reported used. 
The third black bar on each graph is representative of the 
number of times the material was reported classified. The following 
group of white bars show the reported frequency of use of each specific 
system of classification. 
The fourth black bar on each graph represents the total number 
of times each material was reported stored in a specific location. 
The white bars follmving represent the number of times each specific 
location 1vas reported as the storage place for that material. 
The fifth black bar represents the total number of times the 
material was reported to be stored in a methodical manner. The last 
group of white bars show the number of times each specific method of 
storage was reported used for the material represented by the graph. 
Tables I and II show the locations at which the different types 
of catalogs were reported used. The first table deals with catalogs 
having complete listings of materials. The second table deals vdth 
5 6  
c a t a l o g s  h a v i n g  s e l e c t e d  l i s t i n g s  o f  m a t e r i a l s .  
F i g u r e  2 2  g r a p h s  t h e  f r e q u e n c y  w i t h  w h i c h  d i f f e r e n t  p o l i c i e s  f o r  
c a t a l o g  r e v i s i o n  w e r e  r e p o r t e d .  F i g u r e  2 3  s h o w s  t h e  f r e q u e n c y  w i t h  
w h i c h  t h e  d i f f e r e n t  c o d e  s y s t e m s  w e r e  r e p o r t e d .  
A  g r a p h  o f  t h e  n u m b e r  o f  t i m e s  e a c h  o f  t h e  m a t e r i a l s  w a s  r e -
p o r t e d  n o t  c a t a l o g e d  i s  s h o v m  i n  F i g u r e  2 4 .  F i g u r e  2 5  s h o w s  t h e  
n u m b e r  o f  t i m e s  e a c h  o f  t h e  m a t e r i a l s  w a s  r e p o r t e d  n o t  c l a s s i f i e d .  
A n a l y s i s  o f  d a t a  f o r  m o t i o n  p i c t u r e s .  A n  a n a l y s i s  o f  t h e  d a t a  
i n  F i g u r e  5  r e v e a l s  t h a t  9 1 . 4  p e r  c e n t  o f  t.~e r e s p o n d e n t s  r e p o r t e d  
t h e y  o r g a n i z e d  m o t i o n  p i c t u r e s .  T h i s  m e a n s  t h a t  a t  l e a s t  o n e  o r g a n -
i z a t i o n a l  f a c t o r  w a s  c h e c k e d  f o r  m o t i o n  p i c t u r e s  o n  t h e  c h e c k l i s t  b y  
t h e s e  r e s p o n d e n t s .  O f  t h i s  9 1 . 4  p e r  c e n t  w h o  o r g a n i z e d  m o t i o n  p i c -
t u r e s ,  9 6 . 9  p e r  c e n t  r e p o r t e d  t h a t  m o t i o n  p i c t u r e s  w e r e  c a t a l o g e d ,  
9 6 . 1  p e r  c e n t  s i g n i f i e d  t h a t  m o t i o n  p i c t u r e s  w e r e  c l a s s i f i e d ,  9 5 . 3  
p e r  c e n t  s a i d  t h a t  m o t i o n  p i c t u r e s  w e r e  s t o r e d  i n  a  s p e c i f i c  p l a c e ,  
a n d  8 1 . 1  p e r  c e n t  d i s c l o s e d  t h a t  m o t i o n  p i c t u r e s  w e r e  s t o r e d  i n  s o m e  
k i n d  o f  o r d e r .  
I n  a n a l y z i n g  t h e  r e p l i e s  o b t a i n e d  f r o m  t h o s e  r e s p o n d e n t s  w h o  
s a i d  t h e y  c a t a l o g e d  m o t i o n  p i c t u r e s  i t  w a s  d i s c o v e r e d  t h a t  5 6 . 9  p e r  
c e n t  i n d i c a t e d  t h e y  u s e d  t h e  c a r d  i n d e x  a n d  3 9 . 8  p e r  c e n t  d e s i g n a t e d  
t h e  u s e  o f  t h e  l o o s e - l e a f  b i n d e r .  E x a m i n a t i o n  o f  t h e  r e s p o n s e s  
m a n i f e s t i n g  t h e  u s e  o f  a  s y s t e m  o f  c l a s s i f i c a t i o n  r e v e a l e d  t h a t  
a l p h a b e t i c a l  l i s t i n g s  w e r e  s p e c i f i e d  b y  5 4  p e r  c e n t  o f  t h e m  a n d  t h e  
use of the locally devised subject heading systems were evidenced by 
40.l per cent. 
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Study of the replies of those who disclosed the place of storage 
for motion pictures indicated that 98.4 per cent stored motion pictures 
in the instructional materials center. Review of the data supplied by 
those who said they stored motion pictures in order showed that 43. 7 
per cent shelved the films alphabetically. 
Motion pictures were second in rank of frequency of organization 
as reported by the respondents to this survey. Onl;r filmstrips ranked 
higher. 
Analysis of ~ for filmstrips. Reviewing the data for film.-
strips appearing in Figure 6 revealed that 97.8 per cent of the 
checklists recorded them as being organized. Out of this group, 96.4 
per cent reported cataloging film.strips, 93.4 per cent signified that 
they classified film.strips, 97.8 per cent indicated they stored film.-
strips in a specific location, and 84.6 per cent disclosed that they 
stored filmstrips in a regular order. 
When the data presented by those who said they cataloged film-
strips -was examined, it revealed that 58.6 per cent of this group 
indicated the use of the card catalog and 41.2 per cent designated the 
loose-leaf binder for cataloging filmstrips. Study of the checklists 
indicating the classification of film.strips showed that 52 per cent 
of them reported the film.strips listed alphabetically by title and 
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36.2 per cent recorded the use of the locally devised subject headings 
for classifying filmstrips. 
The instructional materials center was designated as the place 
in which filmstrips were stored by 84.1 per cent of the respondents 
who reported a definite place of storage. The librarywas indicated 
as the place of storage for filmstrips by 25.5 per cent of the group 
who revealed them stored in a specific place. Filmstrips were stored 
by order of accession according to 35.7 per cent of the responses 
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which indicated a method of storage. Storage in alphabetical order was 
specified by 30.4 per cent of the checklists sho"Wing a S"Jstematic 
method of storing filmstrips. 
Filmstrips were organized more frequently than any other item 
of material listed on the checklist according to the evidence 
presented by the data. 
Analysis of ~ ~ ~ slides. Slides ranked fourth in fre-
quency of organization with 88.5 per cent of the respondents reporting. 
Further scrutiny of the data presented in Figure 7 revealed that of the 
group which recorded organizing slides, 91 per cent indicated that the 
slides were cataloged, 85.4 per cent reported slides were classified, 
93.5 per cent specified that slides were stored in a particular place, 
and 79.6 per cent recorded the method in 'Which the slides were stored. 
Probing more deeply into the responses which had marked slides 
as cataloged, it was found that 57.1 per cent of these had indicated 
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they employed the card catalog and 35.7 per cent revealed the use of 
the loose-leaf binder for cataloging slides. Examination of the data 
£ram those who indicated that slides had been classified disclosed that 
46.7 per cent had reported listing slides alphabetically by title and 
41 per cent appeared to have classified slides by locally devised 
subject headings. 
Ana.J:ysis of the group of responses specifying a place of storage 
for slides, produced evidence that 88.7 per cent of these responses 
indicated that slides were stored in the instructional materials 
center. Slides were stored by accession according to the information 
supplied by 34. 7 per cent of those respondents 'Who had reported a 
method for storing slides. They were stored alphabetically by title 
according to 31.6 per cent of the group who said they were stored in 
a regular order. 
Analysis of the data for recordings. Figure 8 presents the 
data accumulated about the organization of record:iIJ.gs. According to 
the responses, 90 per cent of the checklists indicated that recordings 
were organized. Calculating further demonstrated that out of this 
group 'Which recorded the organization of recordings, 91.3 per cent 
said that recordings were cataloged, 86.5 per cent marked a system of 
classification for recordings, 95.3 per cent reported that recordings 
were stored in a special location, 79.2 per cent specified that 
recordings were stored in an orderly fashion. 
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When the information supplied by those who reported cataloging 
recordings was studied it was found that 57 per cent appeared to have 
utilized the card catalog and 38.6 per cent recorded the utilization 
of the loose-leaf binder for cataloging recordings. Exploring the 
data given by those who gave evidence of classifying recordings 
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showed that 52. 7 per cent indicated that recordings were classified 
alphabeticall.J" by title and 41.6 per cent designated the use of locaJ.:cy" 
devised subject headings. 
Recordings were third in rank of frequency of organization. 
Only motion pictures and filmstrips were reported organized more 
frequently. 
Analysis of data for models and exhibits. Figure 9 shows the 
frequency with which each of the organizational factors was applied 
to the arrangement of models and exhibits. Ranking eighth in fre-
quency of organization as reported by the respondents, models and 
exhibits were marked on the checklists gave evidence which indicated 
that 56.3 per cent of the group cataloged models and exhibits, 55.4 
per cent of them classified models and exhibits, 95.l per cent of 
these responses marked a definite place in which models and exhibits 
were stored and 53.4 per cent specified that they employed a method 
of storing models and exhibits. 
Investigating the data from those responses which indicated 
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that models and exhibits .were cataloged revealed that 50 per cent of 
them. reported the use of the card catalog and 38 per cent of them. 
appeared to have utilized the loose-leaf binder for cataloging modeJ.s 
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and exhibits. · It was discovered, a:fter reviewing the figures specify-
ing the systems of classification used for models and exhibits, that 
52.6 per cent showed that these materials were classified according to 
locally devised subject headings and that 38.6 per cent were classified 
alphabetically. 
The evidence accumulated from the group 1Vhich reported that 
they stored models and exhibits in a definite location demonstrated 
that these materials were stored in the center in 59.2 per cent of the 
cases and that they were kept in the classroom in 43.9 per cent of the 
schools. 
Analysis of the ~ ~ maps ~ globes. In ana.J,yzing the 
evidence presented in Figure 10 for maps and globes, it was found that 
69.8 per cent of the 139 respondents reported that these materiaJ.s 
were organized. This placed maps and globes ninth in rank of fre-
quency of organization. Of this 69.8 per cent who said they organized 
these materials, 44.4 per cent indicated that they were cataloged, 
41.2 per cent reported a system of classification for maps and globes, 
98 per cent specified a particular location for storing maps and 
globes and 47.4 per cent designated a method of storing these 
materials. 
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In considering only those who indicated that they had cataloged 
maps and globes it was found that 48.8 per cent of them employed the 
loose-leaf catalog for the purpose and 41.8 per cent said they utilized 
the card catalog. Stucy of the responses which had reported a system 
of classification gave evidence to show that 37. 5 per cent of them 
applied the locally devised subject heading classification system while 
35 per cent of them listed maps and globes alphabetically. 
Examination of the data from those people who had checked a 
place for storing maps and globes revealed that in 72.6 per cent of the 
cases these materials were stored in the classroom and that 34. 8 per 
cent had checked the use of the instructional materials center. Of 
those respondents who recorded a method for storing maps and globes, 
32.6 per cent said they stored them alphabetically by title and 28.3 
per cent reported they stored these materials according to subject 
headings. 
Analysis of the data for charts ~ posters. The respondents to 
the survey appeared to have organized charts and posters in 74.1 per 
cent of the cases. Figure 11 presents data which shows that of those 
Who organized charts and posters, 50.5 per cent said they cataloged the 
materials, 54.3 per cent indicated that they classified charts and 
posters, 98 per cent specified a place for the storage of these items 
and 47.4 per cent disclosed that they stored charts and posters in an 
orderly manner. 
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In giving attention only to those whose responses specified the 
cataloging of charts and posters it was found that 42.4 per cent of the 
group utilized the loose-leaf binder for the purpose and that 38.5 per 
cent of the cases reported using the card catalog for charts and post-
ers. The evidence shows that 42.9 per cent of the schools indicating 
classification of charts and posters used the locally devised subject 
heading system w.hile 33.9 per cent of them said they employed an 
alphabetical listing. 
The classroom was the place given for the storage of charts and 
posters by 55.5 per cent of the group who specified a place for the 
storage of these materials. In 47 .5 per cent of the cases where a 
place for storage was specified it was the instructional materials 
center. According to the responses of the group which said that charts 
and posters were stored in a given order 36.2 per cent indicated that 
order to be according to subject headings and 32.8 per cent signified 
charts and posters were stored alphabetically by title. 
The evidence accumulated by this survey shows that charts and 
posters received about the same attention in schools as do models and 
exhibits as far as the organization is concerned. Both of these groups 
of materials ranked eighth in frequency of reported organization. 
Analysis of data for ~ pictures. A review of the organization 
of flat pictures as presented in Figure 12 makes it apparent that 77 
per cent of the respondents to this survey organized flat pictures. 
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Out of this number, 59.9 per cent signified that fiat pictures were 
cataloged, 54.3 per cent indicated that flat pictures were classified, 
94.4 per cent specified a place for the storage of flat pictures and 
60.8 per cent recorded that nat pictures were stored in an orderly 
fashion. 
71 
Further examination of the responses from those 'Who said that 
flat pictures were cataloged revealed that the card index was indicated 
in 52.l per cent of the cases. A locally devised subject heading 
system of classification was specified by 42.9 per cent of those who 
signified the use of a classification system for fiat pictures. 
Alphabetical listing was marked by 42. 7 per cent of the same group. 
The evidence shows that the fiat pictures were kept in the 
instructional materials center by 60.4 per cent of the schools report-
ing a definite place for storage, 'While in 50.5 per cent of the cases 
they were kept in the classroom. .Analysis of the data from those who 
reported a scheme for storing flat pictures disclosed that 40 per cent 
of these respondents indicated the pictures were filed according to 
subject heading and that in 37 per cent of the cases they were filed 
alphabetically. 
In reported frequency of organization fiat pictures ranked with 
books. Both of these materials were seventh in order of frequency of 
organization as revealed by the data. 
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Analysis of the data for books. Organized by 77 per cent of the 
respondents to the survey, books were preceded by six other materials 
in the number of times they were reported to be organized. This seems 
unusual since it was assumed that all schools would have some books 
arranged in some kind of order. The explanation lies in the probabil-
ity that the respondents thought only in terms of the books which were 
organized by him, or by the department 'V'rith which he was associated. 
Since many of the respondents no doubt had no direct connection with 
the regular library, it became apparent that not all of them 1N0uld 
report the organization of books or other printed materials. Of the 
107 respondents, indicated in Fizure 13, who did report the organiza-
tion of books, 71 per cent said the books were cataloged, 69.2 per cent 
signified that they were classified, 87.9 per cent designated a place 
for storing the books and 65.4 per cent specified a ~Jstem for the 
storage of books. 
Of the respondents who said that the books were cataloged, 77.6 
per cent recorded the use of the card index. The Jewey decimal system 
was utilized by 60.8 per cent of those who signified the use of a 
classification system. As was expected a majority, 70.2 per cent, of 
those designating the place where books were stored, indicated the 
library. The Dewey decimal system was the basis for the order of 
storage as reported by 64.4 per cent of those who had specified that 
books were stored in order. 
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Analysis of the data for pamphlets. The data for pamphlets 
appears in Figure 14. Pamphlets were organized by 77.7 per cent of 
the schools responding to the survey. Analysis of the frequency with 
which each of the general organizational factors was reported, showed 
that pamphlets were cataloged by 63.8 per cent of the schools who said 
they organized pamphlets, stored in a specific location in 91.6 per 
cent of the cases and stored in a definite order by 68.5 per cent of 
the group. 
In considering the data from those responses which designated 
cataloging pamphlets, it was found that 55 per cent reported the use 
of the card index and 27.5 per cent specified that the loose-leaf 
binder 1'1/as used for cataloging pamphlets. Exploration of the responses 
which had indicated the application of a system of classification to 
pamphlets revealed that 33.3 per cent had classified pamphlets accord-
ing to the Dewey dec:i.mal system. and 27 .8 per cent had classified 
pamphlets alphabetical:cy". 
The li bra~J was the place where the pamphlets were stored in 
most cases. Of those who reported a storage place for pamphlets, 63.6 
per cent said they stored them in the library and 47.5 per cent indi-
cated pamphlets were stored in the instructional materials center. The 
Dewey decimal and subject heading systems were both reported utilized 
by 37.8 per cent of those who reported a method of storage. 
Pamphlets were organized more frequently than books according 
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to the survey. Only the projected materials and teachers' guides were 
reported organized more often. Pamphlets ranked sixth in order of 
frequency of organization. 
Analysis of data for teachers 1 guides. Teachers' guides i:rere 
organized by 82.7 per cent of the respondents. From the information 
in Fieure 15, it can be determined that of the group 1'1hich said they 
organized teachers' guides, 67.9 per cent appeared to have cataloged 
them, 67 per cent indicated that teachers' guides were classified, 88.6 
per cent declared that the guides were stored in a specified place and 
64.3 per cent marked the use of a system of storage for teachers' 
guides. 
The card catalog was used °b'J 42.2 per cent of those people who 
reported that teachers 1 guides vrere cataloged. The guides were class-
ified alphabetically according to 48 per cent of the group who indicat-
ed that teachers' guides were classified. The instructional materials 
center Yms utilized by 73.5 per cent of those who declared guides were 
stored in a specified place. Thirty-two and four tenths per cent of 
the group indicated that the guides were kept in the library. When the 
information supplied by those who said they stored the teachers' guides 
in order vras examined, it was found that 36.5 per cent disclosed that 
the guides were filed alphabetically and 25.7 per cent revealed that 
they were filed according to subject headings. 
Teachers' guides ranked fifth in order of frequency of 
o r g a n i z a t i o n .  O n l y  t h e  f o u r  p r o j e c t e d  m a t e r i a l s  w e r e  r e p o r t e d  t o  b e  
s t o r e d  m o r e  o f t e n .  A  f e w  o f  t h e  r e s p o n s e s  i n d i c a t e d  t h a t  t h e  g u i d e s  
w e r e  s t o r e d  r i g h t  w i t h  t h e  f i l m  o r  o t h e r  m a t e r i a l  f o r  w h i c h  t h e y  w e r e  
w r i t t e n  •  
7 8  
. A n a . J y r s i s  o f  t h e  d a t a  ! . 2 ! : .  o b j e c t s .  A c c o r d i n g  t o  t h e  e v i d e n c e  
g a t h e r e d  i n  t h i s  s u r v e y  o b j e c t s  r a n k e d  t e n t h  i n  o r d e r  o f  f r e q u e n c y  o f  
o r g a n i z a t i o n .  F r a n  t h e  d a t a  s h o w n  i n  F i g u r e  1 6 ,  i t  c a n  b e  s h o w n  t h a t  
6 7  p e r  c e n t  o f  t h e  r e s p o n d e n t s  o r g a n i z e d  o b j e c t s .  E x a m i n a t i o n  o r  t h e  
d a t a  f r o m  t h i s  g r o u p  o f  r e s p o n s e s  d i s c l o s e d  t h a t  4 9 . 4  p e r  c e n t  m a r k e d  
t h e  u s e  o f  a  c a t a l o g  f o r  l i s t i n g  o b j e c t s  a n d  4 5 . 1  p e r  c e n t  s a i d  t h e y  
c l a s s i f i e d  o b j e c t s .  H o w e v e r ,  9 8 . 9  p e r  c e n t  o f  t h e  s a m e  g r o u p  d e c l a r e d  
t h a t  o b j e c t s  w e r e  s t o r e d  i n  a  d e f i n i t e  l o c a t i o n ,  w h i l e  5 3 . 8  p e r  c e n t  
r e c o r d e d  t h a t  a  s y s t e m  f o r  s t o r i n g  o b j e c t s  w a s  f o l l o w e d .  
C o n s i d e r a t i o n  o f  t h e  r e p l i e s  f r o m  o n l y  t h a t  g r o u p  o f  r e s p o n d e n t s  
w h i c h  m a r k e d  t h e  u s e  o f  a  c a t a l o g  f o r  o b j e c t s  s h o w e d  t h a t  t h e  l o o s e -
l e a f  b i n d e r  w a s  u s e d  i n  5 2 . 2  p e r  c e n t  o f  t h e  s c h o o l s  a n d  t h a t  t h e  c a r d  
i n d e x  w a s  u t i l i z e d  i n  4 1 . 3  p e r  c e n t  o f  t h e  c a s e s .  A n  a n a l y s i s  o f  t h e  
r e p l i e s  f r o m  t h e  g r o u p  w h o  s a i d  t h a t  o b j e c t s  w e r e  c l a s s i f i e d  r e v e a l e d  
t h a t  l o c a J . l . y  d e v i s e d  s u b j e c t  h e a d i n g s  w e r e  e m p l o y e d  i n  5 4 . 8  p e r  c e n t  
o f  t h e  c a s e s ,  w h i l e  a l p h a b e t i c a l  l i s t i n g s  w e r e  r e s o r t e d  t o  b y  3 3 . 3  p e r  
c e n t  o f  t h e  s c h o o l s  f o r  c l a s s i f y i n g  o b j e c t s .  
T h e  a n a l y s i s  o f  t h e  l a r g e  g r o u p  o f  r e p l i e s  w h i c h  d e s i g n a t e d  a  
p l a c e  f o r  s t o r i n g  o b j e c t s  r e v e a l e d  t h a t  6 2  p e r  c e n t  o f  t h e  g r o u p  
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s t o r e d  t h e  o b j e c t s  i n  t h e  c l a s s r o o m ,  w h i l e  4 6 .  7  p e r  c e n t  s t o r e d  t h e m  
i n  t h e  i n s t r u c t i o n a l  m a t e r i a l s  c e n t e r .  T h i s  s t o r a g e  o f  o b j e c t s  i n  t h e  
c l a s s r o o m  e x p l a i n s  t h e  m u c h  s m a l l e r  g r o u p  ' W h o  s p e c i f i e d  t h e  s y s t e m  b y  
- w h i c h  t h e  o b j e c t s  w e r e  s t o r e d .  O f  t h i s  l a t e r  g r o u p ,  3 3  p e r  c e n t  
i n d i c a t e d  t h a t  o b j e c t s  w e r e  s t o r e d  a c c o r d i n g  t o  s u b j e c t  h e a d i n g s  a n d  
2 8  p e r  c e n t  s a i d  t h a t  t h e y  w e r e  s t o r e d  a l p h a b e t i c a l l y .  
8 0  
A n a l y s i s  o f  ~ ~ f o r  s p e c i m e n s .  T h e  d a . t a  f o r  o b j e c t s  a n d  
s p e c i m e n s  w e r e  n e a r l y  p a r a l l e l  a s  c a n  b e  s e e n  w h e n  F i g u r e s  1 6  a n d  1 7  
a r e  c o m p a r e d .  S p e c i m e n s  w e r e  o r g a n i z e d  b y  6 5  p e r  c e n t  o f  t h e  r e s p o n d -
e n t s ,  p l . a c i n g  t h e s e  m a t e r i a l s  i n  e l e v e n t h  p l a c e  i n  o r d e r  o f  f r e q u e n c y  
o f  t i m e s  r e p o r t e d  o r g a n i z e d .  O f  t h o s e  r e s p o n d e n t s  w h o  d i d  o r g a n i z e  
s p e c i m e n s ,  4 6 . 1  p e r  c e n t  a p p e a r e d  t o  h a v e  c a t a l o g e d  t h e m ,  4 7 . 2  p e r  
c e n t  r e p o r t e d  s p e c i m e n s  w e r e  c l a s s i f i e d ,  9 8 . 9  p e r  c e n t  d e c l a r e d  t h e y  
s t o r e d  t h e m  i n  a  p a r t i c u l a r  l o c a t i o n ,  a n d  5 3 . 8  p e r  c e n t  s p e c i f i e d  a n  
o r d e r  f o r  t h e  s t o r a g e  o f  s p e c i m e n s .  
E x a m i n a t i o n  o f  t h e  d a . t a  f r o m  t h o s e  w h o  s a i d  s p e c i m e n s  w e r e  
c a t a l o g e d  r e v e a l e d  t h a t  4 7 . 6  p e r  c e n t  i n d i c a t e d  t h e  u s e  o f  t h e  c a r d  
c a t a l o g  a n d  4 5 . 2  p e r  c e n t  s p e c i f i e d  t h e  u s e  o f  t h e  l o o s e - l e a f  b i n d e r .  O f  
t h e  g r o u p  w h o  r e p o r t e d  c l a s s i f y i n g  s p e c i m e n s ,  5 1 . 2  p e r  c e n t  c l a s s i f i e d  
s p e c i m e n s  a c c o r d i n g  t o  l o c a l l y  d e v i s e d  s u b j e c t  h e a d i n g s  a n d  3 2 . 6  p e r  
c e n t  c l a s s i f i e d  t h e m  a l p h a b e t i c a l l y .  T h o s e  w h o  d e c l a r e d  a  s p e c i a l  
p l a c e  f o r  s t o r i n g  s p e c i m e n s  d i s c l o s e d  k e e p i n g  t h e m  i n  t h e  c l a s s r o o m  i n  
6 5 . l  p e r  c e n t  o f  t h e  s c h o o l s  a n d  i n  t h e  i n s t r u c t i o n a l  m a t e r i a l s  c e n t e r  
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i n  4 7 . 1  p e r  c e n t  o f  t h e  c a s e s .  S u b j e c t  h e a d i n g s  w e r e  r e p o r t e d  a s  t h e  
b a s i s  f o r  s t o r i n g  s p e c i m e n s  b y  3 4 .  7  p e r  c e n t  o f  t h o s e  w h o  s a i d  t h e y  
s t o r e d  t h e m  i n  o r d e r .  S p e c i m e n s  w e r e  f i l e d  a l p h a b e t i c a l l y  b y  2 6 .  6  p e r  
c e n t  o f  t h i s  l a s t  g r o u p .  
A n a l y s i s  of~~ f o r  r e s o u r c e  p e o p l e .  F i g u r e  1 8  s h o w s  t h e  
d a t a  w h i c h  w a s  g a t h e r e d  r e l a t i v e  t o  t h e  o r g a n i z a t i o n  o f  i n f o r m a t i o n  
a b o u t  r e s o u r c e  p e o p l e .  A n  a n a J . y s i s  o f  t h e  d a t a  d e m o n s t r a t e s  t h a t  2 8 .  8  
p e r  c e n t  o f  t h e  1 3 9  r e s p o n d e n t s  o r g a n i z e d  t h i s  i n f o r m a t i o n .  O f  t h i s  
n u m b e r  8 2 . 5  p e r  c e n t  i n d i c a t e d  t h a t  t h e  i n f o r m a t i o n  a b o u t  r e s o u r c e  
.  
8 2  
p e o p l e  w a s  c a t a l o g e d  a n d  t h e  s a m e  p e r c e n t a g e  s a i d  t h a t  t h e  i n f o m a t i o n  
w a s  c l a s s i f i e d .  
T h e  e v i d e n c e  s h o w s  t h a t  e v e n  t h o u g h  r e l a t i v e l y  f e w  o f  t h e  
r e s p o n d e n t s  o r g a n i z e d  t h e  i n f o r m a t i o n  a b o u t  r e s o u r c e  p e o p l e ,  a  l a r g e  
m a j o r i t y  o f  t h o s e  w h o  d i d ,  s p e c i f i e d  c a t a l o g i n g  a n d  c l a s s i f y i n g  t h e  
m a t e r i a l .  O f  t h o s e  w h o  s i g n i f i e d  t h a t  i n f o r m a t i o n  a b o u t  r e s o u r c e  
p e o p l e  w a s  c a t a l o g e d  5 7 . 5  p e r  c e n t  r e p o r t e d  t h e  u s e  o f  t h e  c a r d  c a t a l o g  
f o r  t h e  p u r p o s e  a n d  4 5 . 5  p e r  c e n t  s a i d  t h e y  u s e d  t h e  l o o s e - l e a f  b i n d e r .  
L o c a l l y  d e v i s e d  s u b j e c t  h e a d i n g s  w e r e  u t i l i z e d  f o r  c l a s s i f i c a t i o n  
p u r p o s e s  b y  5 5 . 5  p e r  c e n t  o f  t h e  g r o u p  w h o  i n d i c a t e d  t h a t  i n f o r m a t i o n  
a b o u t  r e s o u r c e  p e o p l e  w a s  c l a s s i f i e d .  A l p h a b e t i c a l  l i s t i n g s  w e r e  
r e p o r t e d  b y  3 3  •  . 3  p e r  c e n t  o f  t h i s  g r o u p .  
I n f o r m a t i o n  a b o u t  r e s o u r c e  p e o p l e  r a n k e d  t h i r t e e n t h  i n  o r d e r  o f  
f r e q u e n c y  o f  o r g a n i z a t i o n ,  a s  r e p o r t e d  i n  t h e  s u r v e y .  A c t u a l l y  s u c h  
Specimens organized by one or more factors 
Specimens cataloged 
Specimens cataloged in: 
Card index 
Loose-leaf binder 
Visible file 
Miscellaneous 
Specimens classified 
Specimens classified by: 
standard headings 
!Deal headings 
Alphabetical 
Dewey decimal 
Grade level 
Miscellaneous 
Specimens stored 
Specimens stored in: 
I. M. center 
School library 
School office 
Classroom 
Specimens stored in order 
Order of storage: 
Alphabetical 
Accession 
Dewey decimal 
Subject heading 
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i n f  o n n a t i o n  w a s  o r g a n i z e d  a b o u t  o n e  t h i r d  a s  o f t e n  a s  t h a t  f o r  t h e  
m a t e r i a l s  o f  t h e  n e x t  l o w e s t  g e n e r a l  t y p e  o f  i n s t r u c t i o n a l  m a t e r i a l s ,  
r e a l i a .  
8 4  
A n a l y s i s  ~ ~ ~ f 2 E .  f i e l d  t r i p s .  I n f o r m a t i o n  a b o u t  f i e l d  
t r i p s  w a s  t w e l f t h  i n  r a n k  o f  t h e  n u m b e r  o f  t i m e s  i t  w a s  r e p o r t e d  o r g a n -
i z e d .  F i g u r e  1 9  r e v e a l s  t h a t  3 4 .  8  p e r  c e n t  o f  t h e  c h e c k l i s t s  w e r e  
m a r k e d  s h o w i n g  t h e  o r g a n i z a t i o n  o f  t h i s  i n f o r m a t i o n .  E v e r y - o n e  o f  t h e  
p e o p l e  w h o  m a r k e d  i n f o r m a t i o n  a b o u t  f i e l d  t r i p s  a s  b e i n g  o r g a n i z e d  a l s o  
i n d i c a t e d  t h a t  i t  w a s  c a t a l o g e d ,  w h i l e  8 9 . 5  p e r  c e n t  o f  t h e m  r e p o r t e d  
t h a t  t h e  i n f o r m a t i o n  w a s  c l a s s i f i e d .  
T h o s e  w h o  r e p o r t e d  c a t a l o g i n g  t h e  i n f o r m a t i o n  a b o u t  f i e l d  t r i p s  
u s e d  t h e  l o o s e - l e a f  b i n d e r  i n  5 1  p e r  c e n t  o f  t h e  c a s e s  a n d  t h e  c a r d  
i n d e x  i n  3 8  p e r  c e n t  o f  t h e  c a s e s .  T h e  g r o u p  w h i c h  i n d i c a t e d  t h a t  
i n f o n n a t i o n  a b o u t  f i e l d  t r i p s  w a s  c l a s s i f i e d  u s e d  t h e  l o c a l l y  d e v i s e d  
s u b j e c t  h e a d i n g  s y s t e m  i n  5 7  . 1  p e r  c e n t  o f  t h e  s c h o o l s  a n d  a n  a l p h a -
b e t i c a l  l i s t i n g  3 5 . 8  p e r  c e n t  o f  t h e  t i m e .  
A n a l y s i s  o f  the~~ d r a m a t i z a t i o n s .  D r a m a t i z a t i o n s  w e r e  
o r g a n i z e d  f e w e r  t i m e s  t h a n  a n y - o t h e r  m a t e r i a l .  O n l y  1 2 .  2  p e r  c e n t  o f  
t h e  r e s p o n s e s  i n d i c a t e d  t h a t  i n f o n n a t i o n  a b o u t  d r a m a t i z a t i o n s  w a s  
o r g a n i z e d .  O f  t h i s  g r o u p  7 6 . 5  p e r  c e n t  s i g n i f i e d  t h a t  t h e  i n f o r m a t i o n  
w a s  c a t a l o g e d  a n d  8 2  . 4  · p e r  c e n t  s a i d  i t  w a s  c l a s s i f i e d .  T h e  c a r d  
c a t a l o g  w a s  u s e d  b y  6 1 . 5  p e r  c e n t  o f  t h e  g r o u p  w h i c h  r e v e a l e d  t h e y  
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c a t a l o g e d  i n f o r m a t i o n  a b o u t  d r a m a t i z a t i o n s .  T h e  g r o u p  w h i c h  r e p o r t e d  
t h a t  i n f o r m a t i o n  a b o u t  d r a m a t i z a t i o n s  w a s  c l a s s i f i e d  r e v e a l e d  t h e  u s e  
o f  l o c a l l y  d e v i s e d  s u b j e c t  h e a d i n g s  f o r  t h e  p u r p o s e  i n · 5 7  p e r  c e n t  o f  
t h e  c a s e s .  F i g u r e  2 0  p r e s e n t s  t h e  d a t a  f r o m  ' W h i c h  t h e s e  p e r c e n t a g e s  
w e r e  c a l c u l a t e d .  
8 8  
A n a l y s i s  ~ d a t a  f o r  ~· F i g u r e  2 1  c o n t a i n s  t h e  d a t a  
g a t h e r e d  r e l a t e d  t o  t h e  o r g a n i z a t i o n  o f  i n f o r m a t i o n  a b o u t  g a m e s .  C a l -
c u l a t i o n s  ' W i t h  t h e s e  f i g u r e s  r e v e a l e d  t h a t  1 2 . 9  p e r  c e n t  o f  t h e  1 3 9  
r e s p o n d e n t s  r e p o r t e d  t h e  o r g a n i z a t i o n  o f  g a m e s .  T h i s  r a n k s  g a m e s  
f o u r t e e n t h  i n  o r d e r  o f  t h e  f r e q u e n c y  o f  o r g a n i z a t i o n .  o u t  o f  t h i s  
g r o u p  8 3 . 4  p e r  c e n t  c a t a l o g e d  t h e  i n f o r m a t i o n  a b o u t  g a m e s  a n d  8 8 . 9  p e r  
c e n t  c l a s s i f i e d  t h e  i n f o n n a t i o n .  F i f t y - t h r e e  a n d  t h r e e  t e n t h s  o f  t h e  
n u m b e r  ' W h o  s a i d  t h e y  c a t a l o g e d  i n f o r m a t i o n  a b o u t  g a m e s  d e s i g n a t e d  t h e  
u s e  o f  t h e  c a r d  i n d e x  f o r  t h e  p u r p o s e .  O f  t h o s e  w h o  r e p o r t e d  c l a s s i f y -
i n g  t h e  i n f o r m a t i o n ,  4 3 . 7  p e r  c e n t  s p e c i f i e d  t h e  l o c a l l y  d e v i s e d  
s u b j e c t  h e a d i n g  s y s t e m  a s  t h e  o n e  e m p l o y e d .  
T h e  ~ ~ l o c a t i o n  o f  c a t a l o g s .  T a b l e  I  s h o w s  t h e  d i s t r i b u t i o n  
o f  t h e  d i f f e r e n t  t y p e s  o f  c a t a l o g s  w h i c h  c o n t a i n e d  c o m p l e t e  l i s t i n g s  o f  
m a t e r i a l s  a s  ' W a s  i n d i c a t e d  b y  t h e  r e s p o n s e s  i n  t h e  s u r v e y .  T h e  c a r d  
i n d e x  w a s  r e p o r t e d  t o  b e  t h e  m o s t  f r e q u e n t l y  u s e d  t y p e  o f  c a t a l o g  i n  
t h e  i n s t r u c t i o n a l  m a t e r i a l s  c e n t e r .  T h e  l o o s e - l e a f  b i n d e r  w a s  
m e n t i o n e d  a s  t h e  t y p e  o f  c a t a l o g  m o s t  o f t e n  d i s t r i b u t e d  t o  t e a c h e r s .  
T h e  v i s i b l e  f i l e  w a s  r e v e a l e d  t o  b e  u s e d  i n  t h e  i n s t r u c t i o n a l  m a t e r i a l s  
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center more often t.L~an in arv other location. It is probable that those 
vmo reported the use of the visible file in the classroom did not under-
stand the nature of this type of catalog. 
Of the twenty miscellaneous types of cataloes specified as being 
utilized in the center, seven were apparently a variation of the 
visible file. The rest were :mimeographed bulletins or bound printed 
catalogs. These latter two types made up the bulk of all miscellaneous 
catalogs which were specified as being used in the other locations. 
Table II shows the distribution of the different types of 
catalogs "Which contained selected listings of materials. The data 
revealed that the card index was used more often in the library for 
this purpose than any of the other types of catalogs. The card index 
was reported an equal number of times i'or use in the instructional 
materials center. The loose-leaf binder was distributed to the class-
room with selected listings more often than the card index. 
Revision of catalogs. Figure 22 is self-explanatory in showing 
the frequency with which different policies for revising catalogs were 
reported. Over half of the respondents indicated that catalogs were 
revised as necessa!"J during the year. The next most popular plan was 
for annual revisions of catalogs. 11ost of the miscellaneous responses 
indicated a two or three year cycle of revision of catalogs. 
Catalog codes. As may be seen in Figure 23, there was no 
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S t a n d a r d  h e a d i n g s  
L o c a l  h e a d i n g s  
A l p h a b e t i c a l l y  
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TABLE I 
DISTRIBUTION OF VARIOUS TYPES OF CATAIDGS WITH COivlPIB'rE 
LISTIHGS OF MATERIALS AS REPORTED 
BY 139 IIBSPONDENTS 
Types of Locations of catalogs 
catalogs 
I. M. School School 
center office library Classroom 
Card 
index 77 14 37 9 
Loose-leaf 37 22 18 22 
binder 
Visible 
file 15 2 4 3 
Miscellaneous 20 13 8 9 
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o v e r v m e J . m i n g  r e s p o n s e  i n  f a v o r  o f  a n y  p a r t i c u l a r  t y p e  o f  c o d e  f o r  d i s -
t i n g u i s h i n g  b e t w e e n  d i f f e r e n t  t y p e s  o f  m a t e r i a l s  l i s t e d  i n  t h e  s a m e  
c a t a l o g .  T h e  u s e  o f  d i f f e r e n t  c o l o r s  w a s  r e p o r t e d  a  f f f i " r  t i m e s  m o r e  
t h a n  l e t t e r s  a n d  n u n b e r s ,  b u t  n o t  e n o u g h  m o r e  t o  b e  h i g h l y  s i g n i f i c a n t .  
: M a t e r i a l s  n o t  c a t a l o g e d .  T h e  n u m b e r  o f  t i m e s  e a c h  m a t e r i a l  w a s  
i n d i c a t e d  a s  n o t  c a t a l o g e d  i s  s h o v m  i n  F i g u r e  2 4 .  T h e  f a c t  t h a t  n o n -
p r o j e c t e d  m a t e r i a l s ,  r e a l i a  a n d  d i r e c t e d  e x p e r i e n c e s  w e r e  n o t  a s  
f r e q u e n t l y  o r g a n i z e d  a s  w e r e  t h e  p r o j e c t e d  m a t e r i a l s  a n d  p r i n t e d  
m a t e r i a l s  i s  v e r y  o b v i o u s .  T h e  d a t a  g a t h e r e d  b y  t h i s  s u r v e y  i n d i c a t e d  
t h a t  e v e n  p r i n t e d  m a t e r i a l s  v r e r e  n e g l e c t e d  i n  c o m p a r i s o n  t o  p r o j e c t e d  
m a t e r i a l s .  T h i s  w a s  p r o b a b l y  d u e  t o  t h e  f a c t  t h a t  m a n y  o f  t h e  r e s p o n d -
e n t s  w e r e  n o t  d i r e c t l y  c o n n e c t e d  w i t h  t h e  l i b r a r y  a n d  t h o u g h t  o n l y  i n  
t e r m s  o f  w h a t  w a s  o r g a n i z e d  i n  t h e i r  m m  p a r t i c u l a r  d e p a r t m e n t ,  u s u a l l y  
t h e  a u d i o - v i s u a l  a i d s  d e p a r t m e n t .  
M a t e r i a l s  n o t  c l a s s i f i e d .  Fi~ure 2 5  r e v e a l s  a b o u t  t h e  s a m e  
r e l a t i o n s h i p  b e t w e e n  t h e  o r g a n i z a t i o n  o f  t h e  d i f f e r e n t  t y p e s  o f  
m a t e r i a l s  a s  d i d  F i g u r e  2 4 .  A g a i n ,  t h e  f a c t  t h a t  p r o j e c t e d  a n d  p r i n t e d  
m a t e r i a l s  r e c e i v e d  m o r e  a t t e n t i o n  t h a n  d i d  t h e  o t h e r  m a t e r i a l s  w a s  
s u b s t a n t i a t e d .  
D a t a  fr~ q u e s t i o n s  ~ u n i f o r m  c l a s s i f i c a t i o n  a n d  c a t a l o g i n g  
pract~ces. Q u e s t i o n s  3  a n d  4  o n  t h e  c h e c k l i s t 6  a f f i ( e d  t h e  r e s p o n d e n t s  
6  S u p r a . ,  F i g u r e  1 ,  p . 4 1 .  
TABLE II 
DISTRIBUTION OF VARIOUS TYPES OF CATALOGS WITH SELECTED 
LISTINGS OF :MATERIALS AS REPORTED 
BY 139 RESPONDENTS 
Types of 
catalogs Locations of catalogs 
I. :M. School School 
center office library Classroom 
Card 
index 13 11 15 13 
Loose-leaf 
binder 7 9 6 16 
Visible 
file l l 2 2 
'Miscellaneous 8 5 4 4 
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C a t a l o g s  a r e  r e v i s e d :  
A s  n e e d e d  d u r i n g  t h e  y e a r  7 4  . . . . _  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  _ _ .  
A n n u a l l y  5 5  . . . _ .  _ _ _ _ _ _ _ _ _ _  _ _ ,  
S e n : i . . - a n n u a l l y  9 c = : J  
}~iscellaneous 2 2  I  I  
F i g u r e  2 2  
C A T A L O G  : R E V I S I O N  
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Codes used in cataloes: 
Colors 47 
Nwnbers 39 
Letters 40 
Liscellaneous 15 
Figure 23 
CATALOG CODES 
t o  i n d i c a t e  w h e t h e r  o r  n o t  t h e y  t h o u g h t  t h a t  u n i f o r m  a n d  c o n s i s t e n t  
p r a c t i c e s  i n  o r g a n i z a t i o n  w o u l d  i m p r o v e  t h e  o r g a n i z a t i o n  o f  t h e  m a t e r -
i a l s  i n  t h e i r  s i t u a t i o n .  
Q u e s t i o n  3  d e a l t  w i t h  t h e  c a t a l o g i n g  o f  a l l  m a t e r i a l s ,  o r  a l l  
m a t e r i a l s  o f  a  s i m i l a r  t y p e  t o g e t h e r .  O f  t h e  1 3 9  r e s p o n d e n t s ,  f i f t y -
e i g h t ,  o r  4 1 . 7  p e r  c e n t ,  i n d i c a t e d  t h a t  t h e y  t h o u g h t  t h a t  i f  a l l  t h e  
m a t e r i a l s  w e r e  c a t a l o g e d  t o G e t h e r  i t  w o u l d  i m p r o v e  t h e i r  o r g a n i z a t i o n .  
T h e  s a m e  n u m b e r  f e l t  t h a t  c a t a l o g i n g  s i m i l a r  m a t e r i a l s  t o g e t h e r  w o u l d  
i m p r o v e  t h e  o r g a n i z a t i o n .  F i v e  s p e c i f i c a l l y  i n d i c a t e d  t h a t  t h e i r  
m a t e r i a l s  w e r e  a l l  c a t a l o g e d  t o g e t h e r .  
Q u e s t i o n  4  d e a l t  w i t h  t h e  c l a s s i f i c a t i o n  o f  a l l  m a t e r i a l s ,  o r  
a l l  m a t e r i a l s  o f  a  s i m i l a r  t y p e  b y  t h e  s a m e  s y s t e m  o f  c l a s s i f i c a t i o n .  
O f  t h e  1 3 9  r e s p o n d e n t s ,  s i x t y - n i n e  r e p o r t e d  t h a t  t h e y  t h o u g h t  t h a t  
u n i f o r m  c l a s s i f i c a t i o n  o f  s i m i l a r  m a t e r i a l s  w o u l d  b e  a n  i m p r o v e m e n t .  
S e v e n t y - s i x  s i g n i f i e d  t h a t  t h e y  f e l t  t h a t  a l l  m a t e r i a l s  c l a s s i f i e d  b y  
o n e  s y s t e m  w o u l d  b e  a n  i m p r o v e m e n t .  T h e s e  f i g u r e s  r e p r e s e n t  5 0 .  3  p e r  
c e n t  a n d  5 4 . 6  p e r  c e n t  r e s p e c t i v e l y  o f  t h e  t o t a l  n u m b e r  o f  r e s p o n s e s .  
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N e i t h e r  t h e  r e s p o n s e s  t o  q u e s t i o n  3  n o r  t h o s e  t o  q u e s t i o n  4  ' \ ' V " e r e  
p a r t i c u l a r l y  i m p r e s s i v e ,  b u t  t h e y  d i d  i n d i c a t e  t h a t  r e s p o n d e n t s  w e r e  
m o r e  i n  f a v o r  o f  u n i f o r m  c l a s s i f i c a t i o n  o f  m a t e r i a l s  t h a n  t h e y  w e r e  i n  
f a v o r  o f  p l a c i n g  r e f e r e n c e s  f o r  a l l  m a t e r i a l s  i n  t h e  s a m e  c a t a l o g .  
A c t u a l  i n t e r p r e t a t i o n  o f  t h e  p r o f i l e s  f o r  i n d i v i d u a l  s c h o o l s  
p r o v i d e d  s o m e  e v i d e n c e  t h a t  m a n y  s c h o o l s  w e r e  b e i n g  q u i t e  c o n s i s t e n t  
i n  t h e i r  o r g a n i z a t i o n a l  p r a c t i c e s .  T h i s  w a s  p r o b a b l y  m o r e  t r u e  i n  
Projected Materials 
Motion pictures 
Filmstrips 
Slides 
Recordings 
Non-projected materials 
Models and Exhibits 45 '-----------
Maps and Globes 58 L-----------~ 
Charts and Posters 53 .__ _________ _, 
Flat pictures 42 ,__ _______ ...,. 
Printed Materials 
Books 35 ,__ _____ ___, 
Pamphlets 40 ...._ ______ __ 
Teacher's Guides 34 ...._ _____ _ 
Reali a 
Objects 
Specimens 
Directed Experiences 
53 .__ ________ _, 
53 ,__ _________ _, 
Resource People 51 .__ ________ __, 
Field Trips 43 ~--------' 
Dramatizations 61 '------------~ 
Games 54 '-------------' 
Figure 24 
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relation to uniform classification policies than for uniform cataloging 
policies. 
Summary of Data 
SUmmarization of the data reveals that a total of 5841 organ-
izational factors for a total of 1557 items of material were marked on 
the checklists by 139 respondents. In the section of the checklist 
devoted to catalogs 1403 checks were made. Over 42 per cent of these 
were for the use of the card index, approx:illla.tely 30 per cent indicated 
the utilization of the loose-leaf binder and nearly 10 per cent spec-
ified the use of the visible file. 
Under the classification headings on the checklists there were 
1560 checks. Alphabetical listings were indicated by nearly 29 per cent 
of these responses, locally devised headings were checked in over 27 per 
cent of the replies, grade level classifications were specified in over 
15 per cent of the cases, the Dewey decimal system was checked in over 
12 per cent, and standard headings by over ll per cent of the total. 
Checks appeared 1844 times in the section of the checklists 
which dealt with the location of storage facilities. Over 42 per cent 
of these indicated the use of the instructional materials center as a 
storage place. Nearly 25 per cent said that materials were stored in 
the classroom.. Slightly over 20 per cent showed that materials were 
stored in the library. 
A total of 1037 checks were made in the section covering the 
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m e t h o d s  o f  s t o r i n g  m t e r i a l s .  N e a r l y  2 9  p e r  c e n t  o f  t h e s e  w e r e  e v i d e n c e  
t h a t  m a t e r i a l s  w e r e  s t o r e d  a l p h a b e t i c a l l y  a n d  a l m o s t  2 5  p e r  c e n t  i n d i -
c a t e d  s t o r a g e  a c c o r d i n g  t o  s u b j e c t  h e a d i n g s .  T l v e n t y - o n e  p e r  c e n t  
r e c o r d e d  t h e  i n f o r m a t i o n  t h a t  t h e  m t e r i a l s  w e r e  s t o r e d  b y  a c c e s s i o n  
n u m b e r  a n d  o v e r  1 6  p e r  c e n t  s a i d  t h a t  t h e  m a t e r i a l s  w e r e  s h e l v e d  i n  
o r d e r  o f  a s s i g n e d  D e w e y  d e c i m a l  n u m b e r s .  
i ' i h i l e  o v e r  3 1  p e r  c e n t  a p p e a r e d  t o  h a v e  d e s i g n a t e d  a  p l a c e  f o r  
t h e  s t o r a g e  o f  m a t e r i a l s ,  o~ 1 8  p e r  c e n t  r e p o r t e d  a n y  s y s t e m  f o r  t h e  
s t o r a g e  o f  m a t e r i a l s .  A n d  v r h i l e  2 7  p e r  c e n t  r e p o r t e d  t h e  u s e  o f  s o m e  
s y s t e m  o f  c l a s s i f y i n g  m a t e r i a l s ,  o n l y  2 4  p e r  c e n t  s a i d  t h a t  t h e y  
c a t a l o g e d  t h a n .  A t  f i r s t  t h e s e  f i g u r e s  a p p e a r e d  t o  i n d i c a t e  t h a t  t h e r e  
- w a s  s o m e  i n c o n s i s t e n c y  i n  t h e  r e s p o n s e s .  B u t  t h e s e  a p p a r e n t  i n c o n s i s -
t e n c i e s  l 1 l 8 \ T  h a v e  b e e n  d u e  t o  t h e  p r o b a b i l i t y  t h a t  t h e  r e s p o n d e n t s  d i d  
n o t  k n o w  h o w  m a t e r i a l s  w e r e  a c t u a l l y  s t o r e d  i n  t h e  c l a s s r o o m s  a n d  c o u l d  
n o t  r e p o r t  t h e  m e t h o d  o f  o r g a n i z a t i o n  f o r  a l l  t h e  m a t e r i a l s  i n  t h e  
s c h o o l .  T h e  d i f f e r e n c e  b e t w e e n  ~~e r e s p o n s e s  f o r  c a t a l o g i n g  a n d  c l a s s -
i f y i n g  c o u l d  b e  e x p l a i n e d  b y  t h e  f a c t  t h a t  s o m e  m t e r i a l s  m i g h t  h a v e  
b e e n  c l a s s i f i e d  i n  t h e  p l a c e  o f  s t o r a g e ,  b u t  n o  c a t a l o g  l i s t i n g s  v r e r e  
p r o v i d e d .  I t  w a s  : i m p l i e d  f r o m  t h e  d a t a  t h a t  s o m e  m a t e r i a l s  w e r e  r e c o g -
n i z e d  a s  p a r t  o f  t h e  o r g a n i z e d  b o d y  o f  i n s t r u c t i o n a l  m a t e r i a l s  e v e n  
t h o u g h  n o  a t t e m p t  w a s  m a d e  t o  o r g a n i z e  t h e m  o t h e r  t h a n  t o  k e e p  t h e m  
s t o r e d  i n  a  p a r t i c u l a r  l o c a t i o n .  
F i l m . s t r i p s  w e r e  o r g a n i z e d  m o r e  f r e q u e n t l y  t h a n  a : n y  o t h e r  i t e m  o f  
m a t e r i a l .  P r o j e c t e d  m a t e r i a l s  w e r e  r e p o r t e d  t o  b e  o r g a n i z e d  m o r e  t h a n  
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arry other type of material. Teachers 1 guides 1vere organized more than 
any of the other printed materials. Printed materials as a whole ranked 
second in frequency of reported organization. Non-projected materials, 
realiz and directed experiences were ranked in that order in the number 
of times they vrere reported organized. Dramatizations and games were 
given the least attention of all of the teaching aids which were listed 
on the checklist. 
Different types of catalogs containing complete listings of 
materials were checked a total of 310 ti~es on the 139 checklists. 
Different types of catalogs containing selected listings were checked 
117 times. These figures seem rather incomplete in vie1r of the 1403 
checks in the section indicating the types of catalogs utilized for 
listing each item of material. Catalogs of various types and listings 
were reported to be distributed to teachers a total of sixty-six times. 
OnJ.y nine respondents did not check question l 'Which outlined 
the policies for revision of catalogs. Figure 23 shows how the 160 
checks in this section were distributed. Catalogs were revised as 
needed during the year by over half of the respondents. Revision 
annually was the policy reported second most frequently. 
A total of l41 checks were counted on the 104 checklists on 
which there were responses to question 2 which listed possible ways of 
distinguishing between different materials listed in the same catalog. 
Evidently a few of the responses indicated the use of more than one 
type of code. The use of the color code was checked most frequently 
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w i t h  l e t t e r s  s e c o n d ,  a n d  n u m b e r s  t h i r d .  
A c c o r d i n g  t o  n i n e t y - t w o  r e s p o n d e n t s ,  b r o w s i n g  b y  t e a c h e r s  i n  t h e  
s t o r a g e  a r e a  o f  t h e  i n s t r u c t i o n a l  m a t e r i a l s  c e n t e r  w a s  e n c o u r a g e d .  
O n l y  t w e n t y - t w o  o f  t h e s e  c a s e s  r e p o r t e d  t h a t  t h e  s a m e  s y s t e m  w a s  u s e d  
f o r  s t o r a g e  a s  w a s  u s e d  f o r  c l a s s i f i c a t i o n .  C l e r k s  o r  s o m e o n e  i n  t h e  
c e n t e r  f i l l e d  o r d e r s  i n  1 2 1  c a s e s  a c c o r d i n g  t o  t h e  d a t a .  
I n  t h e  a n a l y s i s  o f  t h e  t o t a l  p i c t u r e ,  n o  s i n g l e  o r g a n i z a t i o n a l  
f a c t o r  w a s  r e p o r t e d  u s e d  m o r e  t h a n  4 2  p e r  c e n t  o f  t h e  t i m e .  T h i s  w a s  
f o r  t h e  u s e  o f  t h e  c a r d  i n d e x  a n d  f o r  s t o r a g e  i n  a n  i n s t r u c t i o n a l  
m a t e r i a l s  c e n t e r .  N o  s c h e m e  o f  c l a s s i f i c a t i o n  w a s  r e p o r t e d  m o r e  t h a n  
2 9  p e r  c e n t  o f  t h e  t i m e .  T h i s  w a s  f o r  t h e  u s e  o f  t h e  a l p h a b e t i c a l  
l i s t i n g .  T h e  u s e  o f  t h e  a l p h a b e t i c a l  l i s t i n g  w a s  c l o s e l y  f o l l o w e d  b y  
t h e  u s e  o f  t h e  l o c a l l y  d e v i s e d  s u b j e c t  h e a d i n g  w h i c h  w a s  r e p o r t e d  u s e d  
i n  2 7  p e r  c e n t  o f  t h e  c a s e s .  T h e  f r e q u e n c y  o f  t h e  s t o r a g e  m e t h o d s  
c l o s e l y  p a r a l l e l e d  t h o s e  f o r  c l a s s i f i c a t i o n  p l a n s .  
A  c u r s o r y  a n a l y s i s  o f  t h e  p r o f i l e  c a r d s  i n d i c a t e s  t h a t  s c h o o l s  
t e n d  t o  b e  q u i t e  c o n s i s t e n t  i n  t h e i r  t r e a t m e n t  o f  t h e  m a t e r i a l s  w h i c h  
t h e y  o r g a n i z e .  T h i s  w a s  e s p e c i a l l y  t r u e  i n  t h e  a r e a s  o f  c a t a l o g i n g  a n d  
c l a s s i f y i n g .  T h e y  a p p e a r  t o  b e  l e s s  c o n s i s t e n t  i n  t h e i r  p r a c t i c e s  
r e g a r d i n g  t h e  p l a c e  a n d  m e t h o d  o f  s t o r a g e .  T h i s  w a s  p r o b a b l y  d u e ,  i n  
p a . r t ,  t o  t h e  f a c t  t h a t  t h e  r e s p o n d e n t  w o u l d  n o t  n e c e s s a r i l y  k n o w  h o w  
m a t e r i a l s  w e r e  s t o r e d  i n  p l a c e s  o t h e r  t h a n  i n  h i s  p a r t i c u l a r  l o c a t i o n ,  
w h e t h e r  i t  b e  i n  a n  i n s t r u c t i o n a l  m a t e r i a l s  c e n t e r ,  a  s c h o o l  l i b r a r y ,  
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a school office or a classroom. 
The profile cards as well as the graphical data for each type of 
material indicated that schools were not ver<J consistent vd.th each 
other in regard to which materials they organize, although very few did 
not or~a.nize at least some of the projected materials. 
C h a p t e r  V  
s m . l 1 T . A R Y '  C O N C L U S I O N S '  T l . E C 0 1 : i l 1 E l J D A T I O J : J S  A l J D  
S U G G E S T I O N S  F O R  F U H T H E R  S T U D Y  
T h e  p u r p o s e  o f  t h i s  s t u q y  v r a . s  t o  s u r v e y  t h e  p r a c t i c e s  o f  
o r e a . n i z i n g  i n s t r u c t i o n a l  m a t e r i a l s .  I t  i , v a s  h o p e d  t h a t  f r o m  t h i s  s u r v e y  
c e r t a i n  g u i d e p o s t s  m i g h t  b e  e s t a b l i s h e d  a s  b e i n g  i n d i c a t i v e  o f  t h e  
m e t h o d s  u s e d  f o r  t h e  o r g a n i z a t i o n  o f  i n s t r u c t i o n a l  m a t e r i a l s .  T o  
a c c o m p l i s h  t h i s  p u r p o s e  a  c h e c k l i s t  v r a . s  m a i l e d  t o  2 5 5  p e o p l e  w h o  w e r e  
s e l e c t e d  f r o m  t h e  m e m b e r s h i p  l i s t  o f  t h e  D e p a r t m e n t  o f  A u d i o - V i s u a l  
I n s t r u c t i o n  o f  t h e  : r a t i o n a l  E d u c a t i o n  A s s o c i a t i o n .  T h e  p e o p l e  s e l e c t e d  
r e p r e s e n t e d  a l l  t y p e s  a n d  s i z e s  o f  s c h o o l s  i n  e a c h  o f  t h e  f o r t y - e i g h t  
s t a t e s  a n d  t w o  p r o v i n c e s  o f  C a n a d a .  R e p l i e s  w e r e  r e c e i v e d  f r o m  1 5 0  o f  
t h e  r e c i p i e n t s  o f  t h e  c h e c k l i s t .  B u t  e l e v e n  o f  t h o s e  w h o  r e p l i e d  d i d  
n o t  r e t u r n  c o m p l e t e d  c h e c k l i s t s .  T h e  d a t a  p r e s e n t e d  h e r e i n  i s  f r o m  t h e  
c h e c k l i s t s  c o m p l e t e d  b y  1 3 9  r e s p o n d e n t s .  
T h e  s u r v e y  a t t e m p t e d  t o  d i s c o v e r  w h a t  t y p e s  o f  c a t a l o g s  w e r e  
u s e d ,  v m a t  s y s t e m s  o f  c l a s s i f i c a t i o n  w e r e  e m p l o y e d ,  w h e r e  s t o r a g e  
f a c i l i t i e s  w e r e  l o c a t e d ,  c > . n d  w h a t  m e t h o d s  o f  s t o r a g e  w e r e  u s e d  f o r  
s e v e n t e e n  d i f f e r e n t  i t e m s  o f  i n s t r u c t i o n a l  m a t e r i a l s .  I n  o r d e r  t o  
i n s u r e  t h a t  a  w i d e  v a r i e t y  o f  m a t e r i a l s  w e r e  c o n s i d e r e d  i n  t h e  s u r v e y ,  
a n  a n a l y s i s  w a s  m a d e  o f  t h e  m e c h a n i c s  o f  u s e  o f  i n s t r u c t i o n a l  m a t e r i a l s .  
F i v e  g e n e r a l  t y p e s  w e r e  a s s u m e d  t o  b e  r e p r e s e n t a t i v e  o f  a l l  k i n d s  o f  
m a t e r i a l s .  T h e s e  g e n e r a l  " b ; p e s  w e r e :  p r o j e c t e d  m a t e r i a l s ,  
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non-projected materials, printed materials, realia and directed exper-
iences. These were defined in the opening chapter of the thesis. 
A grid type of checklist was devised as the instrument for 
collecting the data. It was unique in that certain of the concepts, 
such as the types of materials and the types of catalo0s were visual-
ized by line drawings. 
The data eathered was transferred from the respondent's check-
list to a profile card. These profile cards served to facilitate the 
tabulations and also presented a graphic picture of the methods of 
organization reported by the respondent. 
The data vra.s presented by means of a tabulation on a copy of the 
checklist and °b'J means of graphs vihich analyzed the data for each of 
the seventeen items of material. Two more graphs presented the data 
gathered by questions regarding the policies of revision of catalogs 
and the types of coding used in catalogs. Another pair of graphs pre-
sented the data on items not cataloged and items not classified. Two 
tables presented the data regarding the types and locations of catalogs 
which contained selected and complete listings of mterials. The check-
list specified locations such as the instructional materials center, 
the school library, the school office and the classroom. Information 
obtained from twu questions regarding the possible use of a single 
catalog for all materials and a uniform system of classification for 
all materials was presented in context. 
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S u m m a r y  a n d  C o n c l u s i o n s  
T h e  i n f o r m a t i o n  g a t h e r e d  f r o m  r e a d i n g  r e l a t e d  l i t e r a t u r e  f o r  t h e  
m o s t  p a r t  a g r e e d  w i t h  t h e  r e s u l t s  o f  t h e  s u r v e y .  T h e  l i t e r a t u r e  
p o i n t e d  o u t  t h a t  t h e r e  w a s  m u c h  v a r i a t i o n  o f  p r a c t i c e  i n  o r g a n i z i n g  
i n s t r u c t i o n a l  m a t e r i a l s  i n  s c h o o l s .  T h e  u s e  o f  t h e  c a r d  i n d e x  h a s  b e e n  
r a p i d l y  g a i n i n g  f a v o r  i n  t h e  f i e l d .  H m v e v e r ,  t h e  l i t e r a t u r e  i n d i c a t e d  
t h a t  t h e  u s e  o f  t h e  D e w e y  d e c i m a l  s y s t e m  w a s  c o n s i d e r e d  m o r e  d e s i r a b l e  
t h a n  t h e  u s e  o f  s o m e  o f  t h e  o t h e r  c l a s s i f i c a t i o n  ~Jstems. E v i d e n c e  
p r o d u c e d  b y  t h e  s u r v e < J  i n d i c a t e d  t h a t  t h e  p r a c t i c e  o f  a  m a j o r i t y  o f  t h e  
r e s p o n d e n t s  w a s  n o t  i n  a g r e e m e n t  w i t h  t h i s .  
A n  i n s t r u c t i o n a l  m a t e r i a l s  c e n t e r  o f  s o m e  s o r t  h a s  b e e n  h i g h l y  
r e c o n n n e n d e d  b y  t h e  v a r i o u s  w r i t e r s  i n  t h e  f i e l d .  T h e  s u r v e y  d e m o n -
s t r a t e d  w i d e  a c c e p t a n c e  o f  t h i s  i d e a  i n  p r a c t i c e .  H o w e v e r ,  l i t t l e  
s p e c i f i c  i n f o r m a t i o n  w a s  f o u n d  i n  t h e  l i t e r a t u r e  o n  t h e  p r o b l e m s  o f  h o w  
t o  s t o r e  m a t e r i a l s  i n  t h e  c e n t e r .  S t u c t r  o f  t h e  d a t a  g a t h e r e d  i n d i c a t e d  
t h a t  t h i s  f a c t o r  w a s  n o t  a s  w e l l  d e v e l o p e d  a s  i t  c o u l d  b e .  
S e v e r a l  o f  t h e  a u t h o r s  h a v e  r e c o m m e n d e d  t h e  u s e  o f  a  s i n g l e  
c a t a l o g  a n d  a  u n i f o n : i .  c l a s s i f i c a t i o n  s y s t e m  f o r  a l l  i n s t r u c t i o n a l  m a t -
e r i a l s .  T h e  r e s p o n d e n t s  r e p o r t e d  n o  o v e r w h e l m i n g  c o n c e n s u s  o n  t h i s  
p o i n t .  A  s l i g h t  m a j o r i t y  f a v o r  t h e  u n i f o n n  c l a s s i f i c a t i o n  o f  m a t e r i a l s  
a n d  s l i g h t l y  l e s s  t h a n  a  m a j o r i t y  f a v o r e d  c a t a l o g i n g  a l l  m a t e r i a l s  
t o g e t h e r .  W r i t i n g  i n  t h e  f i e l d  e m p h a s i z e d  t h e  n e e d  f o r  e a c h  t e a c h e r  t o  
h a v e  a  c a t a l o g  o f  i n s t r u c t i o n a l  m a t e r i a l s  a t  h i s  d e s k .  T h e  e v i d e n c e  o f  
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the survey points to a need for further growth in this area. 
Both the a uthori ties in the field and the respondents to the 
survey have given more attention to the organization of projected and 
printed materials than to atzy" of the other materials. The non-projected 
materials, realia and directed experiences ranked in that order in 
frequency of reported organization. 
Respondents reported the use of the card index most frequently 
and the use of the loose-leaf binder second in number of times used. 
The data demonstrated practice was in agreement with the literature 
'Which indicated that the card index served best as a primary catalog, 
while the loose-leaf binder was functional as a secondary source for 
presenting selected lists of materials. More respondents reported the 
use of the alphabetical listing of materials by title than a:ny other 
' 
method of classification. The use of the locally devised subject 
heading ranked second in frequency of use, grade level classification 
ranked third, and the Dewey decimal system ranked fourth. It was at this 
point that there was the greatest discrepancy between the results of 
the survey and the reconunendations in the literature. The literature 
recanmended the use of the Dewey decimal system. 
According to the data materials were stored in an instructional 
materials center almost twice as maey times as in any- other location. 
Storage in the classroom ranked second in frequency of use, and storage 
in the library ranked third. It was at this point that the survey 
results and the recommendations in the literature were in most agreement. 
1 0 8  
A s  w o u l d  b e  e x p e c t e d ,  s i n c e  t h e  a l p h a b e t i c a l  l i s t i n g  w a s  t h e  
m o s t  f r e q u e n t l y  r e p o r t e d  m e t h o d  o f  c l a s s i f i c a t i o n ,  i t  w a s  a l s o  t h e  m o s t  
f r e q u e n t l y  r e p o r t e d  S " J s t e m  f o r  s t o r a g e .  S u b j e c t  h e a d i n g s ,  w h i c h  r a n k e d  
s e c o n d  i n  n u m b e r  o f  t i m e s  r e p o r t e d  f o r  c l a s s i f i c a t i o n  w a s  a l s o  s e c o n d  i n  
n u m b e r  o f  t i m e s  r e p o r t e d  f o r  t h e  o r d e r  o f  s t o r a g e .  S t o r a g e  b y  a c c e s s i o n  
w a s  t h i r d  i n  f r e q u e n c y  a n d  s t o r a g e  a c c o r d i n g  t o  t h e  D e w e y  d e c i m a l  
s y s t e m  w a s  f o u r t h  i n  t h e  n u m b e r  o f  t i m e s  r e p o r t e d .  
T h e  r e s p o n s e s  r e g a r d i n g  t h e  u s e  o f  c a t a l o g s  f o r  s e l e c t e d  a n d  
c o m p l e t e  l i s t i n g s  o f  m a t e r i a l s  i n  t h e  v a r i o u s  l o c a t i o n s  d i d  n o t  s e e m  
t o  b e  a s  c o m p l e t e  a s  t h e y  c o u l d  b e .  T h e y  i n d i c a t e d  t h a t  t h e  c a r d  i n d e x  
w a s  u s e d  i n  t h e  c e n t e r  m o r e  o f t e n  t h a n  t h e  o t h e r  t y p e s  o f  c a t a l o g s  f o r  
c o m p l e t e  l i s t i n g s  o f  m a t e r i a l ,  w h i l e  t h e  l o o s e - l e a f  b i n d e r  w a s  u t i l i z e d  
m o r e  o f t e n  f o r  d i s t r i b u t i o n  t o  t e a c h e r s .  T h e  s a m e  r e l a t i o n s h i p  h e l d  
f o r  t h e  u s e  o f  c a t a l o g s  w i t h  s e l e c t e d  l i s t i n g s .  
T h e  e v i d e n c e  i n d i c a t e d  t h a t  a  g r e a t  m a j o r i t y  o f  t h e  s c h o o l s  w e r e  
f o l l o w i n g  c o m m e n d a b l e  p o l i c i e s  i n  t h e  r e v i s i o n  o f  c a t a l o g s .  M o r e  i n d i v -
i d u a l s  r e p o r t e d  t h a t  c a t a l o g s  w e r e  r e v i s e d  a s  n e e d e d  d u r i n g  t h e  y e a r  
t h a n  r e p o r t e d  a n y  o t h e r  p o l i c y .  A n n u a l  r e v i s i o n  w a s  f r e q u e n t l y  i n d i -
c a t e d  a l s o .  
C o l o r s  w e r e  r e p o r t e d  u t i l i z e d  f o r  d i s t i n g u i s h i n g  d i f f e r e n t  
m a t e r i a l s  l i s t e d  i n  t h e  s a m e  c a t a l o g  m o r e  t h a n  n u m b e r s  o r  l e t t e r s .  
L e t t e r s  w e r e  u t i l i z e d  f o r  c o d i n g  d i f f e r e n t  m a t e r i a l s  a l m o s t  a s  m a n y  
t i . m e s  a s  v v e r e  c o l o r  s c h e m e s .  S o m e  i n d i c a t e d  t h e  u s e  o f  b o t h  c o l o r s  a n d  
l e t t e r s .  
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Respondents said tba t teachers were encouraged to browse in the 
storage area in slightly over 65 per cent of the cases. Clerks or 
someone in the center filled all the orders according to 87 per cent of 
the respondents. 
The two most obvious conclusions which could be reached by a 
study of the data gathered in this research were (1) projected mater-
ials are more frequently and more highJy organized than any of the 
other instructional materials, and (2) there seems to be little consens-
us as to the best methods of organizing instructional materials as a 
whole. That is, there was no clear majority who utilized arzy- one of 
the various organizational factors, w'ith the exception of the use of 
the instructional materials center for the storage of materials. The 
various methods of cataloging, classification and order of storage were 
not utilized by a majority of the respondents for organization of the 
materials as a whole. For some particular materials a majority reported 
the use of a specified type of catalog or S-jstem of classification. 
This vras especially true for those more highly and frequently organized 
items such as projected and printed materials. 
Apparerrtly an honest effort has been made to keep catalogs up to 
date, as onJy nine respondents did not indicate some policy in this 
regard. Revisions were made as needed during the year or annually by 
most of the respondents. 
Some more vrnrk vrnuld seem to be indicated regarding the placing 
of catalogs into the hands of teachers. OnJy sixty-six instances of 
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c a t a l o g s  b e i n g  d i s t r i b u t e d  t o  t e a c h e r s  w e r e  n o t e d  i n  t h e  s u r v e y .  T h i s  
i s  l e s s  t h a n  h a l f  o f  t h e  r e p o r t i n g  s c h o o l s .  
G e n e r a l l y  s p e a k i n g  s c h o o l s  w e r e  q u i t e  c o n s i s t e n t  i n  t h e  o r g a n -
i z a t i o n  o f  m a t e r i a l s  w i t h i n  a  s c h o o l .  B u t  m a n y  v a r i a t i o n s  o f  p r a c t i c e  
b e t w e e n  s c h o o l s  w e r e  a p p a r e n t .  
R e c o m m e n d a t i o n s  
T h e  f o l l o w i n g  r e c o m m e n d a t i o n s  a r e  s u g g e s t e d  f o r  s c h o o l s  p l a n n i n g  
t o  o r g a n i z e  o r  r e o r g a n i z e  a n  i n s t r u c t i o n a l  m a t e r i a l s  p r o g r a m :  
1 .  S c h o o l  a d m i n i s t r a t o r s  s h o u l d  t h i n k  i n  t e r m s  o f  a l l  t y p e s  o f  
i n s t r u c t i o n a l  m a t e r i a l s .  I f  i n s t r u c t i o n  i s  t o  b e  o f  g r e a t e s t  b e n e f i t  
t o  p u p i l s  i n  a  c o m m u n i t y  t h e  g r e a t e s t  p o s s i b l e  v a r i e t y  o f  a i d s  s h o u l d  
b e  a v a i l a b l e  f o r  t h e  u s e  o f  t h e  t e a c h e r  a n d  f o r  t h e  s t u d y  o f  t h e  p u p i l .  
2 .  A u d i o - v i s u a l  d i r e c t o r s  s h o u l d  p l a n  t o  m a k e  t h e  o r g a n i z a t i o n  
o f  m a t e r i a l s  a s  s i m p l e  a s  p o s s i b l e  a n d  y e t  p r o v i d e  a d e q u a t e  r e f e r e n c e s  
t o  a l l  t y p e s  o f  m a t e r i a l s  f o r  a l l  k i n d s  o f  n e e d s .  
3 .  C l a s s i f i c a t i o n  o f  a l l  m a t e r i a l s  u n d e r  o n e  s y s t e m  o f  c l a s s -
i f i c a t i o n  s h o u l d  b e  c o n s i d e r e d .  T h e  s y s t e m  s h o u l d  b e  e a s y  t o  u s e  a n d  
c a p a b l e  o f  e x p a n s i o n .  
4 .  O n e  c e n t r a l  r e f e r e n c e  c e n t e r  o r  c a t a l o g  s h o u l d  b e  p r o v i d e d  
i n  t h e  s c h o o l  l i b r a r y  a n d  i n s t r u c t i o n a l  m a t e r i a l s  c e n t e r  s o  t h a t  p u p i l s  
a n d  t e a c h e r s  w i l l  h a v e  o n l y  o n e  p l a c e  t o  l o o k  f o r  a l l  a v a i l a b l e  m a t e r -
i a l s .  P r e f e r a b l y ,  b o t h  t h e  l i b r a r y  a n d  t h e  i n s t r u c t i o n a l  m a t e r i a l s  
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function should be located in the same place. 
5. Instructional materials coordinators should think in terms of 
providing adequate housing and a functional system for storage of mat-
erials. This should be done, not only in a center, but also in individ-
ual buildings and classrooms. Then materials can not only be found 
listed in the catalog, but also found on the shelves ·when needed. 
This writer favors the use of duplicated cards making it possible 
to build complete catalogs at the center and in the library if they are 
separated. Duplicate cards also make it possible to provide each 
teacher with a catalog of selected materials specifically usable at his 
level and in his subject. Continuous revision necessary to maintain up 
to date catalogs is accomplished easier with cards. The author also 
feels that since the Dewey decimal system has been well established for 
classifying printed materials, it should probably be adopted for non-
book materials i,vith the addition of code letters and cards printed on 
colored stock to distinguish between the different types of materials. 
Call numbers can include the Dewey decimal number and also the shelf 
or accession number to aid in identifyinc and locating materials. 
Suggestions for Further Study 
As this study progressed it became evident that some of the 
problems seemed to warrant further study, among these were the follow-
ing: 
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1 .  A n  i n v e s t i g a t i o n  r e g a r d i n g  w h a t  t y p e s  o f  c a t a l o g s  a r e  m o s t  
e f f e c t i v e  i n  g e t t i n g  m a t e r i a l s  i n t o  t h e  h a n d s  o f  t e a c h e r s  a n d  i n  
e n c o u r a g i n g  t h e  p r o p e r  u s e  o f  m a t e r i a l s .  
2 .  A n  e x p l o r a t i o n  o f  t h e  r e l a t i v e  m e r i t s  o f  t h e  d i f f e r e n t  
s y s t e m s  o f  c l a s s i f i c a t i o n  f o r  s e r v i n g  t h e  n e e d s  o f  t e a c h e r s  a n d  p u p i l s  
w h e n  t h e y  a r e  l o o k i n g  f o r  r e s o u r c e s .  
J .  A  s t u d y  d e s i g n e d  t o  d e t e r m i n e  w h i c h  m a t e r i a l s  a r e  m o s t  
e f f e c t i v e l y  u t i l i z e d  Y l n e n  d i s t r i b u t e d  f r o m  a  c e n t e r ,  u n d  w h i c h  m i g h t  
b e s t  b e  p u r c h a s e d  f o r  e a c h  s c h o o l  o r  f o r  e a c h  c l a s s r o o m .  
4 .  A  r e s e a r c h  c o v e r i n g  t h e  p o s s i b i l i t i e s  o f  m a k i n g  s o m e  s p e c i f i c  
r e c o m m e n d a t i o n s  t o  s c h o o l s  f o r  s e t t i n g  u p  a n d  o r g a n i z i n g  s t o r a g e  f a c i l -
i t i e s  f o r  h a n d l i n g  a  v a r i e t y  o f  i n s t r u c t i o n a l  m a t e r i a l s  e f f e c i e n t } y .  
5 .  A n  a n a l y s i s  t o  d e t e r m i n e  h o w  m u c h  m o r e  e f f e c t i v e  c a t a l o g s  i n  
t h e  h a n d s  o f  t h e  i n d i v i d u a l  t e a c h e r  h a v e  b e e n ,  a s  c o m p a r e d  t o  c a t a l o g s  
a t  a n  i n s t r u c t i o n a l  m a t e r i a l s  c e n t e r  o r  i n  t h e  l i b r a z y .  
6 .  A  s t u d y  o f  t h e  e f f e c t i v e n e s s  a n d  p r a c t i c a b i l i t y  o f  a  u n i f o r m  
c l a s s i f i c a t i o n  s y s t e m  f o r  a l l  m . a t e r i a l s .  
7 .  A  s t u d y  o f  t h e  e f f e c t i v e n e s s  o f  t h e  s i n g l e  c a t a l o g  f o r  l i s t -
i n g  a l l  t y p e s  o f  m a t e r i a l s .  
8 .  A n  i n v e s t i g a t i o n  o f  t h e  d e s i r a b i l i t y  o f  e s t a b l i s h i n g  a  
u n i f o r m  c o d e  f o r  d i s t i n g u i s h i n g  b e t w e e n  d i f f e r e n t  i { y p e s  o f  m a t e r i a l s .  
9 .  A  s t u d y  o f  t h e  v a l u e  o f  a n  a d e q u a t e  p l a n  f o r  t h e  o r g a n i z a t i o n  
o f  a l l  t ; : r p e s  o f  m a t e r i a l s ,  n o t  m e r e l y  t h o s e  w h i c h  a r e  e x p e n s i v e  o r  
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w h i c h  r e q u i r e  e q u i p m e n t  f o r  t h e i r  u t i l i z a t i o n .  
1 0 .  A n  e v a l u a t i o n  o f  t h e  u s e  o f  t h e  v i s i b l e  f i l e  t y p e  o f  c a t a l o g  
i n  r e g a r d  t o  c o m b i n i n 8  s e v e r a l  f u n c t i o n s ,  s u c h  a s  k e e p i n e  r e c o r d s  o f  
c i r c u l a t i o n  a n d  p r o v i d i n g  c o r r e l a t i o n  r e f e r e n c e s .  
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NOT&a DIRECTIONS FOR' EASIEST CHECKING. Which type or types of catalogs 
---rhi• checkliat~a been designed to make are used to list materials? (Items PLEASE CHECK THE APPROPRIATE 
anewering aa ea11 aa possible. Question• checked in column 3 will not be ITEKS 
can all be an8Wered with a check. Those Checked ".ln t.hi R T"I. :t~A a) 
at the top of the gride refer to list of 
-11aterial1 in column 1. Leave apace if /~ ~ ~ queetion doee not apply. For eaaieet 
' 
~ :===-=r 1. Are catalogs revised: II checking, apread form out flat, check columne 2 to 7 on panel I. Then follow " ~1 As needed during the year? ____ .... direction• at bottom of panels II, IV, v. ~ J-==-- -
- 0 Annually? 
Ch .. ,..lr i + .... m.ci not ""'"<ll1 ""'"'n 11 Card Loose- Visible Other - , Index leaf File Specify) Check ite1'15 not classified IR; nn"',.. ( Kardex; Semi-annually? 
_ , 
Tm.~ "111·T1'0MAT """"""'"AT.~ Some other time? (Specify) _ 
1 ~. ~ L. 5 6 7 
Aa Pro1ected Materials 
~-- - liotion pictures 
~ Filmstrips 2 • . Are different types of material 
which are cataloged together coded: ......O<!~ Slides 
to.. Recordiru?s 
By colored cards or pages? _ 
fL ... ~., ,1AM.An Msi.+.Arisi.l A 
Uodels and eJdrl.bits By numbers? -~J® Maps and Globes By letters? -Charts and posters Some other vray (Specify) ~ ~ Flat pictures -
C~ Printed Materials 
fJ Books . 3. In your opinion, would the Pamphlets organization be improved if : - ~ ~ '_? Teacher's Guides sim:iliar materials , (such as in 11A11 , 
Da RAa1 ia 11B11 , etc.)., were cataloged together? 
A :J Objects -Specin:ens If all naterials were cataloged 
&. Directed Exneriences toget her? 
~ JI@) ~source People -
-
, • GE• ~ ... ,~Field trips 
rl I II I 11 I ~ ~Dr t. t. Sch , 8 ~ a.ma; iza: ions ~- •.S % 
- r.."l.mPS 
0 (/) \..l vi oJ mi \..l (/J 0 (D 0 (I) 0 (I) Indicate which types of catalog are used s ~ .§ I-' .§ I-' a I-' (I) Cl> 'g. (1) 
•ith complete and/or selected listings 'C I-' 0 I-' 0 0 .... 0 
G cT (1) c+- (I) c+- (I) c+-at each of the locations below. s (I) c+- Cl> c+ (I) c+- <D NOTE1 Please fold this pleated p. (I) p. (I) p. (I) p. 
section to the left so that the 
I-ll CAntel" grid on panel III covers all but 
Sch"", Offi """ 
columns l an:l 2 on panel I. 
Check columns 8 through l~ 
, (Pane! I) Schnn1 T.;h,..~:rv (Panel II) Cl A!'lRT"oom 
- - 1 
. -
RENT f RACTICE5 OF OR GANl ZING I NS TR UCT\ONAL 
~h type or types of catalogs 
used to list materials? (Items 
~ked in column 3 will not be 
~~ed on this na~e.) 
~ () ~ 0 
Visible l Loose- Other 
ldex leaf File . ) 
lHndA'r (Ka.rd ex) Specify 
L. I 5 I 6 I 7 
PLEASE CHECK THE APPROPRIATE 
ITfillS 
I 1. Are catalogs revised: 
As needed during the year ? _ 
Annually? 
-
Semi-annually? 
-
I 
Some other time? (Specify) _ 
:...._~-'-~~~4-~~~-+-~~~--1 2 • . Are different tJrpes of material 
which are cataloged together coded: 
By colored cards or pages? _ 
By numbers? 
By letters? 
Some other way (Specify) 
I I I I 13• In. you: opini~n, would . the 
organization be l.Illproved if 
~------__,ji-----..;·:.....---_. similiar materials , (such as in 11 A", I : J 11B 11 , etc.),, were cataloged together? 
r I I 
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If all naterials were cataloged 
together? 
-
NOTEt Please fold this pleated 
section to the le~ so that the 
grid on panel III covers all but 
columns 1 ani 2 on panel I. 
Oheck columns 8 through l~ 
(Panel II) 
Which system or systems is used to 
classify each type of material? 
(Items checked in column 2 will not 
hA ~hA~kAn on ~hi~ na~.) 
Standard Subject Headings (i.e.,Sear's, 
ILopally devised Sub ject Headings 
Alphabetically, by title 
De,·iey Decimal 
Grade level 
l J~~~r i'~· 
. " 
g19 1 10 11 12 11 
(Pan1l III ) 
PLEASE CHECK THE APIBOPRIATE ITE1JS 
IF Al·JS~1ER IS 11YES 11 
4. In your opinion, would the 
organization be improved if similiar 
materials (such as in "A" or "B" , , , 
etc.) v~re classified by the sam3 
system? 
If all types of materials r1ere 
classifie<l by t he sane system? 
5. Are teachers i nvited to br owse in 
the storage area of the Instructional 
1.'.:aterin.1.s Center? 
6. Are all orders handled by clerks 
or someone in t he Center? 
NOTEa Please fold this pleated section 
to the left so that the grid on 
panel V coTers all but column l 
of panels I ani III. Finish 
checking columns 14 through 22 
(Panel rl) 
. '" . ( ,___- -
MATERIAL6 
Where is each 
type of material 
stored? 
How is material 
arranged in the 
storage area? 
I4;1 Center 
School 
Library 
School 
Office 
prasE 
roo.n 
1A1 phabeti cally, b .v title 
Bf accession 
· I Dewey 
Decimal 
Subject 
Headi~· · 
1 Othe. Spec 
i4 I 15 I 16 I 17 I is J 19 I 20 I 21 I 22 
I 
I 
I 
I 
Any additiorn~,l remarks you care to make 
will be gratefully received. 
Your time , thought and effort in 
ansv~ring this checklist are ~eatly 
appreciq.ted. If you vd..sh a tabula ti on 
of the results , please check here. 
l 
NOTE: Please fold this panel to the left 
--COvering Column 1 on Panel I. Then 
fold top third down and bottom third 
up so that the original addre~s label 
ia covered by the return add~ess label. 
The entire checklist may then be sealed 
with the gummed flap at the bottom of 
Panel I. Seal and mail. 
Panel V 
A P P E N D I X  B  
B o x  1 ) 2  
M o s e s  L a k e ,  W a s h i n g t o n  
D e a r  
T h i s  l e t t e r  i s  a d d r e s s e d  t o  y o u  a s  o n e  w h o  i s  i n t e r e s t e d  i n ,  a n d  
w o r k i n g  w i t h ,  i n s t r u c t i o n a l  m a t e r i a l s .  I t s  p u r p o s e  i s  t o  i n t r o d u c e  t h e  
a c c o m p a n y i n g  c h e c k l i s t .  T h e  c h e c k l i s t  i s  d e s i g n e d  t o  s u r v e y  c u r r e n t  
p r a c t i c e s  o f  o r g a n i z i n g  i n s t r u c t i o n a l  m a t e r i a l s  i n  e l e m e n t a r y  a n d  
s e c o n d a r y  s c h o o l s  a n d  i n  c o l l e g e s  a n d  u n i v e r s i t i e s .  
T h e r e  a r e  m a n y  d i f f e r e n t  w a y s  o f  o r g a n i z i n g  t h e  v a r i o u s  i t e m s  o f  
i n s t r u c t i o n a l  m a t e r i a l ,  o f t e n  e v e n  w i t h i n  a  g i v e n  s c h o o l .  T h i s  s u r v e y  
i s  m e a n t  t o  d e t e r m i n e  w h i c h  m e t h o d s  a r e  m o s t  w i d e l y  u s e d ,  a n d  w h e t h e r  o r  
n o t  t h e  u s e r s  c o n s i d e r  t h e m  s u c c e s s f U l .  T h e  i n f o r m a t i o n  g a t h e r e d  s h o u l d  
b e  o f  v a l u e  i n  d e t e r m i n i n g  w h e t h e r  f u r t h e r  e f f o r t  n e e d s  t o  b e  m a d e  t o  
i m p r o v e  t h e  s i t u a t i o n .  I t  m a y  a l s o  b e  u s e f \ l l  i n  m e a s u r i n g  t h e  e f f i c i e n c y  
o f  t h e  o r g a n i z a t i o n  o f  a n  i n d i v i d u a l  p r o g r a m .  
T h e  g r o u p i n g  o f  m a t e r i a l s  u n d e r  t h e  h e a d i n g s :  P r o j e c t e d  M a t e r i a l s ,  
N o n - p r o j e c t e d  M a t e r i a l s ,  P r i n t e d  N~teriale, R e a l i a ,  a n d  D i r e c t e d  
E x p e r i e n c e s ,  i s  a n  a t t e m p t  t o  c l a s s i f y  t h e m  a c c o r d i n g  t o  t h e  m e c h a n i c s  o f  
t h e i r  u s e .  W h i l e  d i r e c t e d  e x p e r i e n c e s  a r e  n o t  m a t e r i a l s  i n  t h e  s t r i c t  
s e n s e  o f  t h e  w o r d ,  t h e y  a r e  u s e d  i n  n n . l c h  t h e  s a m e  m a n n e r  b y  s c h o o l s  a n d  
a r e  t h e r e f o r e  i n c l u d e d .  
T h e  f o l l o w i n g  d e f i n i t i o n s  o f  t h e  t w o  m a i n  a s p e c t s  o f  o r g a n i z i n g  
m a t e r i a l s  a r e  a s s u m e d  f o r  t h e  . p u r p o s e s  o f  t h i s  c h e c k l i s t :  
1 .  C l a s s i f i c a t i o n  i s  t h e  a c t  o f  d i v i d i n g  a  l o n g  l i s t  o f  i t e m s  
i n t o  s h o r t e r  l i s t s  s o  t h a t  s i m i l i a r  i t e m s  a r e  g r o u p e d  t o g e t h e r .  
2 .  C a t a l o g i n g  i s  t h e  a c t  o f  l i s t i n g  i t e m s  i n  a  p h y s i c a l  f o r m ,  
s u c h  a s  a  c a r d  c a t a l o g ,  a c c o r d i n g  t o  a  s y s t e m  o f  c l a s s i f i c a t i o n .  
\ V h i l e  t h e  i n f o r m a t i o n  a s s e m b l e d  b y  t h i s  s u r v e y  w i l l  b e  u s e d  a s  t h e  
b a s i s  o f  a  M a s t e r ' s  t h e s i s ,  i t  w i l l  a l s o  b e  p u t  i n t o  i m m e d i a t e  p r a c t i c a l  
u s e  a s  a  g u i d e  i n  o r g a n i z i n g  m a t e r i a l s  f o r  a  s m a l l  c i t y  s c h o o l  s y s t e m .  
I t  i s  h o p e d  t h e . t  i t  w i l l  p r o v e  v a l u a b l e  t o  o t h e r s .  I f  y o u  w i s h  a  c o p y  o f  
t h e  r e s u l t s ,  p l e a s e  c h e c k  i n  t h e  s p a c e  p r o v i d e d  a t  t h e  e n d  o f  t h e  c h e c k -
l i s t .  
P l e a s e  n o t e ,  
1 1
D i r e c t i o n s  f o r  E a s i e s t  C h e c k i n g
1 1
1  
i n  t h e  u p p e r  l e f t  
h a n d  c o r n e r  w h e n  f o r m  i s  s p r e a d  o u t  f l a t .  T h a n k i n g  y o u  i n  a d v a n c e  f o r  
y o u r  c o o } J e r n t i o n ,  I  a m ,  
S i n c e r e l y ,  
C h a s .  H .  C h a m b e r l i n  
WHERE 
?I? 
... 
APPENDIX C 
IS \T ? 
That checklist 
" A SURVEY OF CU.RHENT PHACTICES OF 
ORGANIZING INSTRUCTIONAL 
11A.TERIALS Ill SCHOOLSll 
Your response is needed to give as 
accurate a picture as possible of 
the methods used by schools and 
colleges for handling their 
instructional materials. 
Please Check - Fold - Seal and 1iail at your earliest 
convenience. It 'V'rill be greatly appreciated. 
Ignore this notice if you have already forwarded the form. 
Thank you, 
Box 132 I;Ioses Lake Yvashington 
REI.=G'!DER CARD 
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